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1.0
Purpose & Scope
1.1
To ensure that a consistently high level of service is provided to our Health Club Members and Guests.
1.2
To ensure that all facilities and equipment are clean and well maintained.

Please note: This procedure must be read in conjunction with the XYZ Health Club Manual.
2.0
Responsibility & Authority

The following details the relevant responsibilities.  Where a responsibility is listed under more than one heading it indicates that all parties have equal responsibility.  

2.1 Centre Manager


· Is responsible for ensuring that suitably qualified personnel are employed to staff the Health Club.

2.2 Health Club Co-Ordinator

· Is responsible for ensuring that the highest level of service is maintained in the Health Club to ensure customer satisfaction.

3.0
Qualifications
3.1
Gym Instructors


All Gym Instructors must hold the following qualifications as a minimum to be employed as a Gym Instructor.

· A current Certificate III in Fitness qualification issued by an approved Australian training provider.

· must be registered with Fitness Australia.
3.2
Group Exercise Instructors

· A current qualification appropriate to the type of class being taught issued by an approved Australian training provider.

· must be registered with Fitness Australia.

4.0
Cleaning
4.1
It is essential that all facilities and equipment are clean and well maintained for our members. The Health Club Co-Ordinator will inspect the Health Club on a regular basis to ensure that high standards are maintained.

4.2
It is the Gym Instructors responsibility to ensure that all machines are cleaned daily and recorded on the Gym Daily Cleaning and Safety Checklist. 
4.3
Spot checks must also be done throughout the day to ensure that the facility is clean at all times.

5.0
Maintenance
5.1
It is essential that all machines in the Gym are maintained and in working order.

5.2
It is the Gym Instructors responsibility to ensure that all machines are checked each week and recorded on the Gym Equipment Maintenance and Safety Checklist. 
5.3
Any equipment that requires parts or service by an external service company must be notified to the Health Club Co-Ordinator immediately. An Out of Order Sign should be placed on the machine until it is repaired.
6.0
Accidents or Incidents
6.1
If a customer has an accident in the Gym appropriate first aid must be given and the Manager contacted. You must establish the cause of the accident to ensure that any equipment that the customer was using was not faulty. If there is any doubt as to the cause of the accident place the machine they were using Out Of Order until it has been thoroughly checked. Only put the machine back into use once you are satisfied that it has been thoroughly check and is in full working order.
6.2
An Accident / Incidents report must be filled out.
7.0
Records


All records must be fully completed in a legible manner.
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