APPLE ATHLETIC CLUB

Nursery Attendant Job Description  



                                 – Revised 02/17/11

This position is a part-time trade out and is based on the coverage of one shift a week in exchange for a full membership with all said privileges and responsibilities.  It should be noted that management views all “trades” exactly as they view regular paid employees.  Our #1 goal is to create WIN / WIN situations; win for you & win for Apple Athletic Club.  This can be done if everyone does their part!  The main purpose of this position is to maintain the security and safety of all the children within the nursery.  Secondary to this is to help maintain a clean and orderly environment by fulfilling necessary requirements that include but are not limited to the following: 


Shifts, Subs & Strikes 
· Shifts – YOU ARE RESPONSIBLE FOR YOUR SHIFT!  Be checked in and ready to go 5 minutes early.  Use this time to settle your child down and to read any updated memo’s or find out important shift information.  Please, be on time.  Just as you have places to be and children to pick up when your shift is over, so does the person whom you are replacing.  Be on time – it’s only a matter of courtesy and respect.  
· Shift Subs – If you are unable to fulfill your own shift, YOU are responsible for finding a substitute.  Do not call the shift leaders to do this for you.  DO NOT call them for phone numbers.  Once found, you need to call the Kids Club and speak with a shift leader.  The shift leaders will then write-in the name of the sub, and initial next to your name. Once this is done, the SUB is NOW responsible to call the shift leader & verify that they are taking the shift. The Shift Leader will then initial next to their name. It would be wise, however, as the OWNER of the shift, to call & confirm that your sub has done their part. 
· Once you go through the proper procedures to secure a sub, you are done.  If your subs can no longer work, your sub is the one who must find a sub!

· Shift Changes – Trades must swap shifts with trades. Likewise, shift leaders swap with shift leaders.  You must be trained as a shift leader to trade with a shift leader.  

· Phone Lists – We will still try to provide a hard copy of the phone list, but now we email them to you instead.  Such is another reason why it is imperative for YOU to make certain that we have your updated email and that you are receiving the emails sent to you.  Keep a copy of this list handy as you may find that you will need to use it when least expected.  

· You need to have a back up plan in case your kids get sick at the last moment.  Who could watch them for you, if necessary, for less than 2 hours? And yes, if something happens at the last minute and you still have to come in, just explain it to your shift leader and chances are if you will come in for just one hour that may get us through enough to let you go.  Your shift leader can give you an indication of what will work best at the time.

· Strike Make ups – Strikes can only be made up when called by a shift leader for help.  This is primarily done when a shift leader calls and asks you to fill in due to another’s inability to show.  For the most part, you will be asked to complete a full shift for which you will clock in.  By doing so, you will be able to eliminate a strike so long as it occurred within the previous 30 days.   

· Strikes – Read and know the tardy and strike policy as it is enforced.

· Late and No show – Please refer to the Tardy / Strike Policy!!!    
· Bottom line is if you don’t live up to your end of the bargain, I will send you to collections without any hesitation or reservation. 

Personal Responsibility 
· Maintain a positive attitude & demeanor.  Be as helpful & friendly as possible as you represent Apple Athletic Club.  

· Treat members & co-workers with respect; such includes smiling & being courteous.

· You are responsible for understanding and supporting department goals as well as Sports Academy Management goals.  This includes reading the employee handbook.

· Responsible to know & understand all current nursery check in / out procedures.  This is for the safety of the children. 

· As an employee, you must recognize that now you represent Apple Athletic Club and what you do or do not do may affect the retaining of our members and your job.  
· As you finish your shift, share all necessary information with the new shift. 

· Share all ideas that will help us to be as successful as possible and at the same time help to create a very enjoyable environment in which to work.  

· Performance Reviews – you will be expected to participate in periodic performance reviews.  Keep in mind that as review go well, these can be used as recommendations for other job / career opportunities.  

· As the nursery and Apple Athletic Club continues to improve all that we do, you are expected to actively participate in all nursery functions running through the course of the day – such includes Kid Fit, Baby Sitters Club, etc
· Work hard – Please be willing to do your part.  Watch the kids; play with them; change diapers; be willing to help clean; take kids to the YAC, vacuum.   Then when the ‘true’ exceptions arise, no one will mind if an exception must be made. 
· Names of Kids – we want you to learn the names of the kids, as best you can.  This helps in the overall comfortability of both the kids and their parents.  
· Mandatory Staff Meetings – as stated in your contract, you are expected to attend all mandatory meetings which are held periodically at 7am on Saturdays and then again on the following Wednesday at 9pm. You will need to attend one of the two meetings. You will receive a strike for failing to show to one of my 2 meeting options. Meetings are not held often, nor are they held of and for the sake of having a meeting, thus you are expected to attend.  Should circumstances necessitate the missing of a meeting, it MUST be cleared through Barbara.  Apple Athletic Club also requires two mandatory ALL staff meetings per year.  

· Phone usage – you may have personal cell phones during your shift.  However, they are to be used for “quick 2 minute in-coming calls!”  If this is abused, we will ban all phones. Text messaging or any other phone option available is not allowed.
· Outside Distractions –  palm pilots, “headphone” sets, lap top computers, all personal projects, etc. and all generally distracting items are not allowed; even if there are no children… there is always something to do… find out, if necessary from a shift leader, what to do.   

· CPR Certified – You are required to get certified either through the Apple or on your own within 60 days of hire. We try to frequently have classes that you can attend for free. However, these classes usually are up to 6 hours long. Childcare is not provided for our employees due to the extra staffing needs. Liz has requested this as well, due to multiple interruptions of the class by employee children.  Rob Hall also offers classes for us through the Fire Department at a cost of $20.  Times for this will be posted on the manager’s door. 

· Chitchat – chatting with one another is part of the enjoyment of this job, however, chitchat should NEVER interfere with the safety or the needs of any child.  Also, when parents enter with a child, you need to be available to help with check-in if necessary. Remember, chitchat should never be gossip. Conversations should always be appropriate; this includes but is not limited to refraining from sexually oriented discussions.  Also, do not “over engage” in conversation with a parent either.  
Miscellaneous 
· Diaper Changes – we do change diapers & so we need to periodically check (every ½ hour) the kids and change their diapers when needed.  Obviously a dirty diaper will ‘stink’ but we need to check for the ‘wet’ diapers also.  Diaper changing is a part of this job & all will be required to participate.  Always leave the door open while changing a child. Should you be worried about liability, then we will have you change them out in the open where your every move can be viewed & recorded on camera.  

· Child Care Costs – While working in the nursery, childcare is free; when working out, you must pay although you do receive an “employee discount”.    

· Backdoor Entry – As an employee, you will be given the code to the backdoor and you are required to both park in the back and enter in the back.  Also, due to our massages being located back there, when you enter the backdoor, you must be quiet, especially if you have kids with you.  

· Backdoor Code – NEVER give your code to someone else to use!  This includes your children.  

· Updates – Please keep us updated on any address, phone # or email changes.

· Clocking In – If trades habitually forget to clock in, they will be docked 15 minutes per side forgotten.
· Maternity Leave – We do not offer Maternity Leave. You need to fill your shift for all days you wish to take off. It’s best to try and get some extra time built up before the fact.  BUT, please note, we have been able to work with most people through the years.  

· Chair sitting – If you are sitting in a chair, you need to be holding a baby or two, especially in the morning.  Attendants are expected to be interactive with the kids! 

· Questions for Shift Leaders – Please direct any questions to the shift leader on duty rather than calling one at home.  All other questions or concerns should follow the “Chain of Command.”  
· Questions for Barbara – If it is necessary to speak with Barbara please do so by leaving a voice message @ 1087 rather than a note.  Also, please have respect for her office.     

· 20/20 Incentive Program – when an employee refers a new trade, they receive $20 in punch card and the new employee also receives $20 in punch card for signing up.  This needs to be taken care of within 2 months of the new sign up.  Also, if a guest pass is issued and lost, a replacement WILL NOT be issued.  Expiration dates are good for 1 year from the date they are issued – at the most!  Once an expiration date has passed, the pass is no longer valid.  
Cleaning 
· When the nursery is slow, all will need to work on the daily cleaning checklist so as to keep the facility as clean & sanitary as possible.  Shift leaders will help direct this.

· At some point, you may be expected to again help maintain the Youth Locker Rooms throughout the day.  This includes but is not limited too:

A. Keep soap, towels and toilet paper full

B. Mop up excess water from pool or showers

C. Clean all messes including toilet “mishaps”. 

D. Clean out items left in the lockers from previous day
Breaks / Rest / Meal Periods
· Breaks – if working a 2-½ hour shift, there are NO breaks.  Should something unexpectedly occur that requires a “break” from your shift, you will need to both clear this with your shift leader and clock out during that time. 

· Feeding Break for Children – if it becomes necessary to feed very small children one family at a time may take a break if it has been Okayed by the shift leader. You may take 10 minutes only to feed your child.  This refers to both breastfeeding moms as well as those with smaller children.  Shifts are designed to be short and thus eliminating the necessity to feed children under most circumstances.  Since food is not allowed in the Kids Club, you will need to take your child outside or in the snack bar area.  
· Breast feeding – moms who breast feed are under the same requirements as those who bottle feed.  The break for feeding is 10 minutes.  
· Breast feeding locations – You may use our rocking chairs in the play area so long as you are covered.  A covering is required in Apple Athletic Clubs public areas.  Remember, not only is this a common courtesy, but other parents do not want to see this, but more importantly, they do not want their children to see it.  Should you not wish to cover up, you are free to use our nursery room to breast feed.  However, this will still need to be done with the shift leaders’ approval as the other children’s safety is our first concern.  Once approved, you will be given the aforementioned time of 10 minutes to feed.    

Employees & their own Children
· Holding Your Own Kids – When trading, you need to be able to attend to children besides your own.  If a trade is always just attending to their own children, then really, how are they of any help?  They can just do that at home.  I need trades to be able to watch the other kids, not just their child.  

· Family / Non Employees in Child Care Areas – While trading, family & friends are not allowed to be back in the nursery area IF they are not employed by Apple.

· Employee Children – all children must follow the rules and all employees must be allowed to discipline all children, including fellow employees. Sometimes it is easier for another mother to help with disputes or a crisis. Please find a friend on your shift that you would feel comfortable with the handle this situation. The shift leader is happy to accommodate you. 
Friday Gals
· Will work their shift once every 4 weeks, but they will work all day long.  A yearly schedule will be printed with their rotated work days listed.
· The gal that comes in at 8:00 will be given an hour and half reprieve, either for lunch or they will be the ones allowed to leave early that day.

· Friday gals will be asked to clean, just as the other shifts, but they will be given more of the odd tasks to complete.  

· All other attendee responsibilities apply to them.  
Dress Policy 
In order for Apple Athletic Club employees to be both distinguished and to maintain a level of professionalism, the following dress policy is in place:
· All employees will be required to wear Khaki or Black pants, Capri’s or “walking” length shorts if they are not wearing nice “black” sweat pants. (Except for Youth Programming trades, House Keeping & Maintenance workers who will be allowed to wear decent looking jeans).

· All employees will be required to wear the approved polo or department appropriate uniform (Nursery tee-shirt), sandals or other appropriate sport shoes.

· Slippers are not allowed though regular work-out sport shoes are.

· No visible piercings, tattoos, tongue rings, etc.  Please wear an undershirt to cover visible skin in case your job requires you to bend over or to play with children.

· All employees must present a clean and orderly appearance which includes proper hygiene.  If you are a man, any facial hair must be neatly trimmed.  

· You will be required to go home and change into your uniform if you forget any of these policies.  (Nursery workers will either receive a strike, since we cannot spare you to send you home to change, or you will be required to wear whatever nursery t-shirt is available).
· The above is not necessarily inclusive of all future discussions in regards to one’s dress and appearance.  We reserve the right to adjust any of this if the situation is warranted. Uniform – attendees will be required to wear an Apple shirt which they purchased or one which we provide for that day.  
New Employee Orientation or NEO  
As a new trade here at Apple Athletic Club, you ARE considered an employee and as such you are required to attend the New Employee Orientation conducted by Shawna Adams.  These dates will be given to you or you can find them listed on the nursery door.  Once you become an employee, you will have 60 days, or 2 sets or New Employee Orientation dates, to complete this class or you may then be asked to PAY for your membership.  This orientation is MANDATORY!!!
CPR Policy  
As a new trade here at Apple Athletic Club, you must have a CURRENT CPR certification!  Again, you will be given 60 days to complete this if one is needed.  You can take this course on your own or participate in one offered by Apple Athletic Club, which is free of charge (taught by Liz Panter).  You can check the manager’s door for updates on available classes.  You also have the choice of attending a class taught by Rob Hall, a fireman at station #4 located on Woodruff & Sunnyside.  The cost to you is $20.  
Mandatory Meetings 
As an employee here at Apple Athletic Club, you will be expected to participate in the club’s twice yearly “ALL STAFF” mandatory meetings.  You will also be expected to participate in your own departments mandatory meetings (usually there will only be 2 of these so 4 total).  These are NOT optional.  Role will be taken and failure to attendant may again be grounds to cease your employment and have you PAY for your membership.
