APPLE ATHLETIC CLUB

Shift Leader Job Description  



                                 – Revised 02/17/11

This position is a part-time “Shift Leader” trade out and is based on the coverage of one shift a week in exchange for a full membership for you and your family with all said privileges and responsibilities.  It should be noted that management views all “trades” exactly as they view regular paid employees.  The main purpose of this position is to: 1) supervise and maintain the security and safety of all the children within the nursery’s care; 2) train & direct both newly hired and current personal; 3) enforce all of the policies and procedures of the Tree House to ensure that things run smoothly; 4) recognize that now you represent Apple Athletic Club and as an employee must realize that what you do or do not do may affect the retaining of our members; 5) maintain a clean and orderly environment by fulfilling necessary requirements that include but are not limited to the following: 

Role of the Shift Leader
· Attitude – You are responsible to maintain a positive attitude and demeanor and to be as helpful and friendly as possible as you represent Apple Athletic Club.  
· You are responsible for understanding and supporting department goals as well as Sports Academy Management goals.  This includes reading the employee handbook.
· Treat members and co-workers with respect; includes smiling and being courteous. 
· We want to empower you to be in charge and to make decisions within the guidelines and parameters that have been set.  You have been chosen to do so based on your people skills and ability to reason.  

· Procedures – You are responsible to know & understand all procedures, including checking in & out procedures.  Such helps with the safety of everyone!  
· You are responsible for your shift, period.  If you run into a problem, YOU must find another shift leader to replace you.  
· You will be asked to participate in periodic performance reviews.  
· 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.  
· No Shows – When a trade fails to show for their shift, you are to begin calling the strike list in an effort to find a replacement.  It is your responsibility to do this.    
· Training Trades – As shift leaders, you need to train your attendees on that which should occur.  You are the first line of leadership over the attendees.  Please help disseminate information for all things pertaining to them.  

· Training – Shift leaders will train attendees.  Kathi will train the shift leaders.

· Shift Leader – As a shift leader, you are the one best suited to answer questions when the trades have them.  The more you know the better you are able to help.  If you are unable to help, then send them to Kathi, Nita, Kamala or Barbara.

· Shift Leader – When it’s slow, shift leaders should not be behind the desk.  

· Communication – Communicate shift to shift those things that will be required to know during a change over.  This is very important for the parents & the kids.  Also, check resource manual for any updates or information that needs to be passed on.

· Guest Passes & Punch Cards – all of this is tracked by the shift leader in the resource binder.  
· Overflow – When we reach our limit of bodies (total of 38, which includes adult) kids need to be taken to either the YAC; the gym; a racquetball court; or even outside on the grassy area by the pool for games.  The “We Are Full” sign should only be used when ALL other options have been exhausted or if we are short on help.  Try to be accommodating as much as possible.
· Subs & Shift Changes – Any Shift Leader can handle a shift trade that someone has arranged.  It does not have to be the shift leader over that particular trade.  It is imperative that such is done, however, so as to avoid a strike.  Start by filling out the change on the change sheet located in your binder.    When filling this out, two initials are required; one by the SL who spoke with the person who needs the sub and the SL who spoke with the person who is willing to sub.  It is smart as a shift leader to keep on eye on your own shift in anticipation of potential problems or no shows.  

Shift Leader & Attendant Responsibilities 
Shift leaders are still responsible for all of the listed attendant responsibilities that pertain to them and that may or may not be listed as a part of the Shift Leader responsibilities.  
Caring for the Kids 

· Diaper check – We need to check every half hour!
· Accounts need to be charged when used!  This is $1.50 per diaper and .25 per wipe.  This also pertains to employees. However, employees can be charged .50 per diaper and .05 cents per wipe.
· Any child that falls under the category of “high maintenance” needs to be tagged in such a manner so as to indicate to us that we really need to watch this kid!!!

· Washing – Shift leaders need to make sure smocks; extra t-shirts and towels from under sink get washed at least once a week.  This is a part of the cleaning list.

· The smocks are in the back storage closet & the nursing bib is in the baby room.

· Please keep the adult coats in the back storage closet while on shift so the desk area is not cluttered. Purses can be placed on top of the fridge or on the file cabinet next to the shift leader desk.

· If an 8 year old is in here, we may or may not charge for them, depending upon the amount of attention they receive as well as how busy we are in the nursery.   It is also at the shift leader’s discretion whether to allow for the older children to be in the day care, based on the aforementioned criteria.

· Stamps – please use these as reward for the kids; please be consistent in giving kids a stamp if they help pick up.  Have the kids help pick up as this helps us and we do it in most shifts.  That way they know what to expect.  

· Watch kids! Don’t allow hanging on fridge or sitting in baby swings. 
· Kids need to keep busy or they will fight.  

· Please help parents to leave on a positive note. If an issue with a child arises, be brief. You don’t have to tell every detail. Don’t make them feel as if the child is horrible. Let them know how things were handled and then let them leave on a positive note.
· When Busy – Inform parents who are leaving babies when we are overflowing or very busy that it might be tough to hold the babies for much of the time.  Do they feel comfortable leaving the kids knowing this?  Also, they can always call the nursery before they come to see how busy we are though they should expect us to be busy between 9am – 10:45am.  
Food
· Food – is not allowed in the nursery with very few exceptions.  
· Shift Leaders’ Kids – will be allowed to feed their kids when working a shift longer than 3 hours.  Food is never to be on the shift leader desk, the drawer of the desk may be used to put your food in.  Have your children hold over the drawer and always of course wipe out and clean up your mess immediately after if not immediately.  You are the example!
· We do not feed the children of those working out.  We will, however, try to calm babies by giving them a bottle that the parent has packed. 
Cleaning 
· Cleaning List – Make certain that the cleaning list is followed daily!  This is taped on the cupboard above the sink.

· When Tree House is slow, shifts MUST work on the daily cleaning checklist so as to keep the facility as clean and sanitary as possible.  This is NOT optional.
· When necessary fold laundry, empty trash, change diapers, etc.  
· Cleaning “Check Off” sheet – will be kept posted inside the cleaning cabinet above the sink and in the resource manual. Please keep current.
· You MAY be expected to 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
Miscellaneous 
· Desk Area – Please keep our desk: neat, clean and professional looking.  DO NOT leave your stuff here.  Clean it up before you leave.  Children are not allowed on or behind the desk.
· Noise – Keep noise level reasonable. Noise breeds more noise. Employee stress levels go up, as do the kids.
· Subbing – Please be willing to sub for one another.  This is the only way trading will ultimately work.  Remember too, if you are in a bind, that you can call our Saturday shift leaders.  They are required to pick up a total of 38 other hours besides their regular shift.  

· Clock In’s – only the shift leader can sign-in an attendee who could not clock in. Shift Leaders must initial every time they sign someone in.  In this way we will be able to accurately track shift changes.  

· Clock In’s – The computers need to be used to check-in whenever possible.  This pertains to Shift Leaders as well as attendees!!!  Names are only to be written down if the computer is not up or they forgot to check in or out.  If someone habitually forgets to clock in, they will be docked 15 minutes per side forgotten.  
· Always check ages of tiny babies…must be 8 wks. (Exception: our working moms)
· Summer schedule – Use of the YAC may need to be adjusted due to the Camps that Liz Panter runs. Please be considerate of the program. The gym or the racquetball courts should be used for overflow if YAC is unavailable.
· 38 People – since this is our max, use the YAC & other areas for overflow.  We usually need the overflow areas.  Again, in summer we don’t have these areas available to us so we need to make changes.

· Remind your trades to “DO” things with the kids: dance, sing, march, games, etc.  Even if it is just our own kids’ appearance is huge. 
· When it’s slow, shift leaders do not need to stay behind the desk. Interact with your girls and the kids. Be an example to the attendees.

· For our own protection, always have 2 staff members here with children.

· When the nursery is out of something such as garbage bags, antibacterial Soap, Kleenex, etc. they need to be restocked by the shift leader before a new shift begins.  These things can be gotten from the housekeeping closet. 
· 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.

· Messages 4 Barbara – voice mail is the best means of leaving messages.  

· Passwords – we will continue to try and keep passwords & log-ins for the trades as they often forget or loose these.  Most computer codes are in resource book.
· Bonus Dollars – When the attendants are desirous to cash in their bonus dollars, leave a message for Kathi Oliver in the Resource binder.  
Forms, Files, Notes & Manuals 
· Shift Leaders must keep our “Check In” STAT sheet correct, as these numbers are very important.

· On this stat sheet, ALL children MUST be tracked.  This includes: a tour guest, employee children, members children, etc.

· Accident Report – Shift leaders are responsible for filling these out in the case of an injury / accident.  Gather all information, especially any witnesses, record and place under Barbara’s door.
· Nursery Files – you are responsible to know and understand where the various files are located as well as that to which they pertain.  We will try to communicate any changes.
· Meeting Notes – A copy of notes from our meetings will be left in this binder at the front so as to review with those who didn’t attend the meeting. 
· All Master Copies of forms you might need are kept in top drawer of filing cabinet.
· All shift changes must be recorded / tracked when attendants call in.  

· Apple Athletic Club manual – Shift leaders will need to have everyone on their shift initial that this has been read.  Please become familiar with this manual and where to find answers to possible questions.  

Resource Books
· Shift Leader Binder – This binder is for the Shift Leaders use only!  It is to be left at the front desk at all times. 
· Resource Binder – Check the binder every shift for notes and updates.  This is how information is disseminated.  
· T-shirts – shift leaders are to place these orders.  The Resource Book has a place to track sizes in the back.  New order forms are located in the Resource Book at the desk. Make all checks payable to All American Sports. Must be paid for in advance.  Any questions should be referred to Nita.
Employees 

· 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.  

· Your Kids – please, as a shift leader, do not let you child behind the desk area.  If they are under 3 and you need to hold them for a little while, that is understandable.  But if you aren’t there, they cannot sit in the chair.  They cannot get the stamps out.  They are not to be going through the “stuff.”
· 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.  We also offer classes through the fire department via Rob Hall.  These times will be posted on the manager’s door. 

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!!!
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).  Finally, we will hold Shift Leader meetings and your input is hugely valuable.  Such is why 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.

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.  
