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1.0
PURPOSE AND SCOPE
The BP Wellness Center Visitor procedure is a management requirement used to verify that the procedure is performed properly. 

The purpose of the BP Wellness Center Visitor process is to identify who may have access to the facility and program and what the requirements are for visitor access to the BP Wellness Center.

The scope of this procedure is to outline the steps required for visitors to the BP Wellness Center. * 

2.0
DEFINITIONS
	Visitor
	BP Employee officed outside Houston visiting the BP Wellness Center for the first time or for the first time in over a year. Can use Wellness Center for up to 4 weeks.


	Visitor from another BP Fitness Facility
	Visiting employee officed outside Houston and current member of another BP fitness facility in another part of the world (ie. Meadhurst, Anchorage, Northern Slope, Trinidad, Excel Club, etc.)



	Frequent Visitor
	BP Employee officed outside Houston visiting the BP Wellness Center less than 4 months from their last visit. Can use Wellness Center for up to 4 weeks. 

	Long-term Visitor
	Visitor intending to use the Wellness Center for 4 weeks or more.

	Visitor Registration Hours
	6:00 AM – 5:30 PM, Monday - Friday

	Full Membership Process 
	Forms, Fitness Assessment and Consultation required for membership to the BP Wellness Center

	Visitor ParQ


	Health Risk screening form filled out by visitors before using the BP Wellness Center

	Guest ID
	Card used to access the BP Wellness Center log-in system


3.0
RESPONSIBILITIES
      3.1
Wellness Center Supervisor
Monitor the execution of the visitor process and enforce applicable BP policies and procedures.
.

      3.2
Assistant Wellness Center Supervisor/Wellness Center Staff

Execute visitor process and enforce applicable BP policies and procedures.                        

4.0
PROCEDURE
4.1
Visitor Inquiry

4.2.1 A prospective visitor interested in using the BP Wellness Center while visiting the Houston office may contact the BP Wellness Center by e-mail or telephone (281-366-5109).
4.3 Visitor Procedure

4.3.1 A prospective visitor can access a visitor PARQ and review the visitor policy by logging onto wellness.bpweb.bp.com or www.trainingdimensions.net 

4.3.2 Requirements for visitors to the BP Wellness Center vary for different visitor categories:

4.3.2.1 Visitor from another BP Fitness Facility: BP Facility Membership Proof and completed Visitor ParQ
4.3.2.2 Visitor: Commercial Club Membership Proof (id card, etc.) and completed Visitor ParQ
4.3.2.2.1 Visitors with no club membership proof will also be required to have blood pressure measured before facility use.
4.3.2.2.2 Long-term Visitor: needs to schedule fitness assessment and get Physician’s Clearance (contractor or BP employee 40+) faxed to the Wellness Center within the first month of their visit. The Long-term Visitor then becomes a full member of the BP Wellness Center.
4.3.2.3 Frequent Visitor: the frequency of visits require a full membership screening before utilizing the BP Wellness Centers again. 

4.3.2.3.1 Frequent Visitor then becomes a full member of the BP Wellness Center

4.3.2.4 Visitors must initially register during designated Visitor Registration Hours posted at each facility.

4.3.2.5 Approved visitors receive a guest ID card to be used to log in their visits while using the BP Wellness Center. 

4.3.2.5.1 Guest ID must be returned before the visitor leaves the Westlake Campus at the end of their visit.

4.3.2.6 Unregistered visitors trying to use the BP Wellness Center will be asked to leave and a record of their unregistered use will be documented and forwarded to Westlake Property management along with unregistered visitor’s name, supervisor and sponsor they are visiting here in Houston.
4.3.2.7 Visitors will be recorded in the BP Wellness Center’s club management software for future reference.
5.0 References and related documents

Visitor Parq
HBI – Health background Questionairre
Physicians Clearance Form
CONTINGENT WORKER Form
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