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Letter from the Director 
I am thrilled to welcome you to TEAM REC and the best job on campus! Our professional and 
gr a duate sta ff a re de di cate d to yo ur succe ss a nd the succe ss o f o ur e nti r e de pa rtm ent. We ho pe 
you immerse yourself in our culture of excellence, and we look forward to be i ng pa rt of your 
stude nt a nd pr ofe ssi o nal de ve l opm ent. 

Over o u r 17 years of operation at the Marshall Recreation Center, we have celebrated countless 
success stories from our members, including weight loss journeys, lifestyle changes, and overall 
be tte r he a lth. E a ch of the se stor i e s r efl e cts the im po r ta nt wo r k yo u do eve ry day. Whether you’re 
greeting our morning crew with a smile, teaching someone to swim, or officiating a championship 
game, the impact you have on our visitors and program participants is invaluable. 

As you embark on your campus recreation career, I encourage you to absorb all the knowledge our 
de pa rtm ent ha s to o ffe r , fo r m l i fe -l ong fr i e ndships, a nd show up e ve r y da y wi th an attitude o f 
e xce l l e nce . T hi s i s what yo u owe to yo ur te am m a te s a nd wha t our m embers deserve. 

I l o o k for wa rd to gro wing wi th you and a ssi sti ng in a ny wa y po ssi ble .   

GO HERD! 

Michele 
M iche le M ut h 

D irecto r o f Cam pus Recreatio n   

Marshall Univ ersity   
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Purpose 
T he purpose of this manual is to enhance Campus Recreation ’s ability to provide exceptional service t o 
our employees and members . T o help us f ocus on customer service, all em ployees need to be awa re of 
the po li cies, procedu r e s, a ppro priate behavior, general work guide li nes, and em ergencies t hat may 
impact o ur eff orts in providing outstanding service. Al l s ta f f a re expected to be f ul l y k no wledgea bl e 
ab o ut all co nt e nt in t h is m an u al , as we ll as t h e R is k M an agem e nt an d O pe r at io n s Man u als .   

Centers LLC 
Fu ll -tim e st aff an d par t -t im e em plo yees a re a ll em plo y ed by CENT ERS L L C. We are t he firs t com pany in t he 
United States o rganize d so le ly fo r inspiring and em pow e ring organizat ions to maximize the value of 
inv e stm e nt s t hat adv ance co mm unit ies . O ur fo c us i s on s t ude nt l i f e , e duc a t io na l o ut co me s , m a rk e t 
respo nsiv eness, m issio n sensitiv ity , and co st e ffect ivene ss.   

Department Overview 
Marshall Recreation Center 

The Marshall Recreatio n Center expands t o 123,000 sq. ft. space. T he floo rs ho use fo ur 
basketball/ vo lley ball co urts, three racque t ball co urt s, fo ur fit ne ss st udio s, 1 7 ,0 00 sq. ft . o f w e ight and 
cardio -fitness areas, P ro Sho p, a 1 /7 o f a m ile indoo r track , 1 03, 00 0 -gallo n poo l, 3, 00 0 -gallo n spa, and 3 5’ 
clim bing wall, w ellne ss suite , a nd lo unge areas are av ailable fo r study o r relax at ion. O pe n to Marshall 
st ude nt s, e m plo ye e s, alumni, ho use ho ld mem be rs, and friends/ affiliates o f t he Univ ersity.   

Henderson Center Pool 

The Frederick A. Fitch Natato rium , which is in the Cam Henderso n Center o n the Marshall Univ ersity 
cam pus, is the hom e o f the M arshall w ome n’s sw imm ing & div ing pro gram . T he fac ility features eight 25-
yard lanes as well as a 13 -fo o t -deep div ing w e ll. T he re are tw o 1 -m et e r div ing boards as we ll as two 3 -
m e te r bo ards. 

Marshall Recreation Mission 

Cam pus Recreatio n will prom ote health and well-b e i ng by prov iding a clean and safe e nv iro nm e nt , 
inno v at iv e pro gram s, and oppo rt unit ie s fo r st ude nt dev e lo pme nt w it hin t he M a rshal l c omm uni t y . 

Marshall Recreation Vision 

Cam pus Recreatio n will hav e a life lo ng im pact o n t he M ars hall com m unity by serving as a destination for 
healthy lifesty les. 
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Marshall Recreation Values 

Integrity-We are…a culture centered on honesty, trust, respect, and accountability. 

Empowerment- We are…devoted to the development of our staff and encourage ownership and inspire 
creativity. 

Inclusion-We are…focused on equal opportunity and celebrate differences within our community. 

Enthusiasm- We are…passionate, invested, and excited to serve others positively. 

Teamwork- We are…committed to fostering relationships, supportive of one another, and work together to 
achieve our purpose. 

Department Staff 
Organizational Chart 
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Staff Directory 

Name Title E-mail Desk 
Michele Muth Director of Camp u s Recr eation p allan te1@mars h all.ed u 6.6758 

Mik e Wea v er As s ociate Director of Fac ility Operations wea v er m@ ma rs h a ll.ed u 6.2943 

Lin d s ey Pet ers o n As s ociate Director of Ca mpus Recreation p et ers o n l@ma rs h a ll.ed u 6.4107 

Vincent Murphy Senior As s is tan t Director o f Aq u a t ics & St a ff 
Operations 

mu rp h y317@liv e. mars h all.ed u 6.3653 

Zach Kula As s is tan t Director of E v en ts & Operations kula@marshall.edu 6.4652 

Kaitlin Horton As s is t a n t Direct o r o f Fit n es s & Sa fet y s layton 8@mars h all.ed u 6.4653 

Michael Laws on Co o rd in a t o r o f Memb er & Gu es t Serv ices laws on 129@ mars h all.ed u 6.2529 

Karian n e Fis cher Coordinator of Marketing & Outreach fis cher38 @mars hall.edu 6.3633 

Sarah McGlumphy Coordinator of Competitive S ports & Camps Mcglumphy2@ mars hall.edu 6.6759 

Greg Co legro v e Building Maintenance Manag er colegrov e7 @mars hall.edu 6.5738 

Fo s t er J o n es Graduate Assistant for Facility Operations jo n es @ma rs h a ll.ed u 6.2943 

Val Parra Gra d u a t e As s is t a n t o f Memb e r & Gu es t 
Serv ices 

parravargas@marshall.edu 6.2943 

Jonathan Warner Graduate Assistant of Events & Operations Warn er126 @mars h all.ed u 6.5050 

J aycie Walters Graduate Assistant of Aquatics walters 129 @mars h all.ed u 6.5737 

Mark Mu th Lead Personal Trainer muth4@marshall.edu 6.4102 

mailto:slayton8@marshall.edu
mailto:muth4@marshall.edu
mailto:parravargas@marshall.edu
https://hall.edu
https://hall.edu
https://hall.edu
mailto:kula@marshall.edu
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General Policies & Procedures 
New Hire Requirements 

Once y o u hav e be e n hire d as part o f Marshall Recreatio nThere are several steps to complete before being 
sche dule d. 

1. Hiring Paperwork 
a. All hiring paperw o rk m ust be com plet e d be fo re wo rking a shift .   
b. Background checks must be completed for all employees working with youth or o ne -on-o ne 

se ssio ns w it h pat ro ns.   
2. New Hire Orientation 

a. The New Hire Orientatio n PowerPoint i nt ro duc e s yo u t o t he ba s ic s o f C am pus Rec r e a t io n. 
3. Attend all Training Sessions 

a. T he re is addit io nal t raining for each area and specific job. You will learn the essentials that 
m ake up yo ur po s it io n. Yo u are required to attend or complete all trainings . 

b. Safe t y Sk ills online t raining m u s t be co m p le t e d w i t h i n 30 days of the start d a te . 
4. CPR/AED Certification 

a. All staff members must be Am e ric an Red Cross CPR certified. Classes will be offered fo r 
Campus Recreation staff members at no cost.  Your supervisor must have a copy of yo ur 
certification cards on file before you begin wo rk.  Yo u will no t be paid fo r taking the class, 
but you will not be charged the cost of the course or cards.   

b . Yo u may choose to get your American Red Cross CPR certification through an o utside 
so urce before your first shift. You will be responsible for the cost of any outside 
certification courses. 

Work Schedule 

Schedul i ng is gener a lly do ne by semesters and break s. Distribution of hours is determ ined by wor k er 
avail ab il i ty, wo rk perf orm ance, and are a s p ecif ic at io ns. If you are unable to be at work , it is yo ur 
respo nsibi li t y to f ind a re pl acement for your shift. If you expect to arrive lat e for your shift, please call the 
facility (304.696.4732) and speak directly with the Building Manager or your a re a superviso r . Scheduling 
pro cedures v a ry by departm ent; see the department m anual. P a rt -t im e employees are lim ited to the 
fo llowing guidelines o n hours w o rke d: 

• Annually less t han 1000 hours   
• We ekly l ess t ha n 40 ho u rs   
• If work i ng ye ar -ro u nd , k ee p ho ur s be low 20 pe r we ek 

Substitution Policy 
I t is yo u r res po ns i bi l ity to f in d a re p la ce m e nt fo r y o u r s h i ft i f yo u are unable to wor k for a ny rea son . On 
SubIt Up app or we bs ite , request to “ dro p” the s hif t. Yo u a re re spo nsi ble for the shi ft unt i l i t is p ick ed u p by 
so m eo ne o n t he sit e. A l l s h if t re qu e st s are v er i fie d by ar ea s up erv iso rs . Be pro ac t iv e i n o bt ai n in g a s u b by 
planning, m aki n g pe rso na l p ho ne c al ls , o r s pe aki n g w ith co w o rke rs t o o bt ai n a sub . All s taff are expected to 
a ss is t w he n t he y a re a ble . 
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NOTES: 

• If a shift is missed, a coaching repo rt w ill be c reate d for the employee who is listed on SubItUp.   
• We do no t r eco gn i ze Re qu es te d T im e O f f ( RTO s) fo r p ar t-tim e st af f .   
• P lea se see ar ea ar ea -s pec i fic m a nu a ls fo r a ny a dd it io n al in fo rm at io n o n s c he d ul i ng fo r y o u r s p e c if ic 

a re a. 

Computerized Check-In/Check-Out Procedure 

• Empl o yee s are to record time work ed via AD P at t he e m plo yee clo c k -i n stat io n t h a t i s i n t he 
D ugo ut .   

• If yo u f a il to c lo ck i n or o ut o n a s h if t, email yo u r i m med i ate s uperviso r to ha ve them co r rect yo ur 
hours. Fa il u re t o c lo ck i n may result in t he po s t po ne m e nt o f p a y . 

• Em pl o yees m a y no t c l o c k i n o r o ut f or other em p lo yee s. 
• P e rso n al T rain e rs , Gro u p Fit n e s s I ns t ruc t o rs, P E L I n s t ru c t o rs, an d P riv at e Sw im In s t ru ct o rs d o no t 

c lo c k in w h ile p ro v id in g a s e rv ic e , b ut c lo c k in for t rain in g a n d m e e t i n gs .   

Payroll 
• Em ployees a re pa i d bi-w e e k ly o n Fr i day s . T he p ay pe rio d e n ds o n the Sunday be fo r e pay d ay .   
• A l l sta f f a re p ai d th ro ug h AD P . Yo ur f ir st p ay c he c k w il l b e s e nt e it he r t o t he M ar sha l l R ecr eat io n 

C en ter o r yo u r ho m e ad d res s . It is strongly encouraged t h at y o u e n te r y o u r i nfo rm a t io n t o b e pa i d 
by direct deposit.   

• I f y o u do no t do di rec t de po s it , yo ur checks will be in the safe in t he administ rative office on payday. 
S ee the Building M a na ge r t o o bt ai n t h e c he ck no e ar l ie r t h an t he Fr i day o f p ay day . 

• Em ployees must al way s hav e t hei r co r rect a d dre ss i n A D P . 

Dress Code 

• A l l sta f f m ay wea r Rec Ce nte r ap p are l pro v i de d by y o ur im m e d iat e s u pe rv i s o r . 
• All-st ar s hi rt s a re a llo we d to be wo r n o n sh if ts . 
• Pro s ho p item s a re pro h ib ite d o n sh i fts . 
• P a nt s sho u ld be wo rn at t he wa ist a n d sho u ld no t hav e a ny ri ps o r t e ar s. 
• All staff members w ho a re wo rki n g i ns id e a re no t a llo we d to we ar h at s o f a ny so rt . T h e o nly 

ex ce pt io n wi l l be he ad wea r wo r n fo r fa it h -b as ed re aso n s . 

Attendant Staff (Recreation, Membership, Outdoor) 
• Issued Rec Staff shirt 
• Name tag 
• Solid neutral-colored pants o r sho rts   
• Athletic, c l o se d -t oe , full-b ac k shoes with a no n-marking sole 

Building Manager 
• Issued Rec Staff Po lo o r superviso r shirt 
• Name tag 
• Solid neutral-colored pants o r sho rts   
• Athletic, c l o se d-toe, full-b ac k shoes with a no n-marking sole 
• First Aid pack   

Lifeguards 
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• Issue d Lifeguard s h i rt 
• Red o r black sw im t runks/ sho rt s 
• Rescue tube 
• Hip Pack 
• Whistle 

Swim Instructor 
• Professional swimsuits are appro priate fo r activ e instructio n. Brief sty le suit s are no t pe rm itt e d.   

Aquatics Supervisor 
• Issued Rec Staff po l o 
• Red o r black swim trunks/ sho rts 
• Rescue tube 
• Hip pack 
• Whistle 

Intramural Official 
• Appro ved stripes 
• Black athletic shorts or pants 
• Dark colored, athletic, c lo se d-toe, full-back sho es with a no n-marking sole 
• Whistle 

Intramural Supervisor 
• Issued Rec Staff Polo or supervisor shirt 
• Nametag 
• Solid neutral-colored pants or shorts   
• Athletic, c l o se d -t o e , full-b ac k s h oe s w i t h a non -m ark ing sole 
• Firs t Aid pac k 

Fitness Instructor 
• Is s ue d s hi r t 
• Solid colored at hle t ic sho rts o r pants 
• Athletic, c l o se d -t oe , full-b ac k s hoe s w it h a no n-m arking so le 

Personal Trainer 
• Is s ue d Re c St aff T raine r s h ir t 
• Nam e t ag 
• So lid neutral-co lo red pants o r sho rts   
• Athletic, c l o se d -t oe , full-b ac k shoe s w it h a no n-m arking so le 

Camp Counselors 
• Issue d shirt 
• Nam etag 
• Solid neutral-colored pants o r sho rts   
• Athletic, c l o se d-toe, full-b ac k shoes with a no n-marking sole 
• First Aid pack 

Camp Supervisor 
• Issued shirt 
• Nametag 
• Solid neutral-colored pants or shorts   
• Athletic, c l o se d -t o e , full-b ac k s h oe s w i t h a no n -m ark ing sole 
• Firs t Aid pac k 
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Marketing Staff 
• Issued shirt 

Breaks 

• Staff wo rki n g sh i fts o f 6 hours or under are not g u ar an tee d b rea ks u n les s t im e an d s t a ff i ng a llo w .   
• Staff wo rki n g 4 ho ur s o r less w i l l no t ge t a b re ak . 
• Staff w o rki n g over 6 ho u rs a t a t im e w il l re c e iv e o n e 2 0 -m i n ut e ( pa id ) br e ak o r t w o 1 0 -m i n ut e 

( p ai d) b re aks d u ri n g t he i r sh i ft ( s ) . 
• B re aks s ho ul d no t o cc ur i n t he l ast ho u r o f a s hi ft ( s ) . An y br e ak s e x c e e d i n g 2 0 m i nu t e s , s t af f are 

required to clo c k o ut . 
• A l l br eak s m ust be c le are d b y t he m a na ge r o n s h if t a nd c o m m un ic at e d t o t he s t aff w o r k i n g . 
• Yo u a re not pe rmi tte d to pa rticipate in any rec re ational ac tivity durin g yo ur p a id b re ak .   In the 

case o f an unpaid bre ak , yo u m ust c ha n ge out of your w or k s h irt. 
• No o ne s ho ul d le ave the building during h is or he r br eak u nl ess their area superviso r has given 

p r io r permiss io n and the emp lo yee clo c ks o ut wh i le out of the building. If you do need to le ave 
t he b ui l di n g for a ny rea son , you must clock o ut . 

• B u il d i ng Ma na ge rs a n d A q ua ti c S upe rv iso rs m ay no t leav e t he f ac il ity wit ho ut a no t he r Bu i ld i ng 
Ma nager o n d uty . 

• Radios should remain with all staff members while o n break if yo u remain in t he building. Staff are 
r es po ns ib le fo r r es po n d i ng to a ll co des i n the i r a re a dur i n g a bre ak .   

• B re aks a re not gua r antee d a t the time of request. 

Eating and Drinking 

• E at in g i s a l lo w e d du r in g y o u r b re ak . Sn ack s an d m e a ls c o ns um e d by a ny e m plo y e e d u ri n g ( no n-
b re ak ) wo rki n g ho ur s a re pro h i bit ed . Fo o d m ust b e co n s um e d in t he lo bby a re a at t he t a ble s, t he 
D ugo ut , o r in st af f -o n ly areas. 

Administrative Suite 

• T he re fr i ger ato rs m ay be u se d da i ly fo r st o ra ge o f y o ur l u nc h/ d in ne r an d w i ll b e c le a ne d e v e ry 
Friday – ke ep i t c le an ! Item s wi t ho ut a n am e / dat e m ay be d is c a rd e d .   

• A l lo w in g p atro n s to u se and acce ss st af f m em be rs’ o f fi ce s w it ho u t pr io r p e rm is s io n is st ri ct ly 
p ro h ib ite d . St af f sho u ld le t p ro st af f k no w a he a d o f time , to the best of their ability . 

• Loc ker s i n t he a dmi ni st rat ive s ui te are av ai la b le fo r st aff du r in g t h e i r s h if t s . 

Use of Marshall University Property for Personal Reasons 

T he use of Marshall R e c re at io n pro pe rty or equipm e nt f or persona l reaso ns is pro hibited. T his inc ludes 
the use of co m p u ters, copy m ac hi ne , washer and dryer, tools , furniture, or any o th er f aci li ties or 
equipm e nt for purpo ses unrelated to Cam pus Recreation business. Inappro pria te use of M ar sh a ll 
R ecr eat io n p ro p erty may result in disc ipli nary a ct ion up to and including termination. 
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Non-Work-Related Activities 

T he fo llo w i ng t hi n gs w i l l no t b e t o le r at e d: 

• Non-wo rk -re la te d a ct ivi tie s su c h a s rea d in g , ex er ci si n g, do in g ho m ewo rk, o r w at c hi n g te levi sio n 
during work hours. 

• Play ing com puter gam es, us ing the inte rnet, or other inappropriate use of technology (use of 
tablets, cell phone s, etc.) during wo rk hou rs . 

• Visiting and sociali zing with f riends or relat ives for lo ng pe rio d s.   
• Pe rso na l phone c alls a n d texts a re lim ited to e mergencie s a n d br eak s. If you c hoo se to make a 

pho ne call o n your b re ak, please use yo ur ce ll pho ne out of the pat ro ns ’ view. 
• Sitting o n the co u n ters o r de sks at a ny w orks tat io n. 

Trainings and Meetings 

All Cam pus Recreation e mployees will be require d to attend sc hedule d s taff t rai ni ng an d m eeti ng s. 
Em p loyees a re pa i d a t ra i nin g r at e wa ge fo r t he s e . A ny t i m e s pe nt o n r e qu i r e d c e r t i f i c a t i o ns w i l l no t be pa i d, 
d u e t o Cam p us R e c re at io n cove r ing the co st o f yo ur cer ti f ica tio n .   

Two-way Radios 

Cam pus Recreatio n Staff use two -way radio s during o peratio nal ho urs. These radio s are ve ry e x pe nsiv e and 
v ery fragile, so ple ase t ake c are o f t hem . If a staff member loses or abuses a radio, they may be responsible 
fo r the replacement of the radio. If you are unsure o f ho w to o perate the radio s, please do not hesitate to 
ask fo r assistance. 

Radio Call Numbers 

Rec 1 Building Manager 

Rec 2 Membership Lead 

Rec 3 Welcome Desk 

Rec 4 Fitness Attendant 

Rec 5 BMA 

Rec 6 Aquatics 

Rec 7 Intramurals 

Rec 8 Outdoor Pursuits 

Rec 9 Camps/KNO 

Rec 10 Group Fitness/Trainer 

Radio Procedures 

• R a dio s a re lo c ate d in the D u go ut .   
• F i t n e ss I n st r u ct o r s w il l h av e pe rm a ne nt ra d io s i n St udio clo sets fo r I nst r ucto r use o nly . 
• E nsure th e radio is s et o n channel “1”. 
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• Press and hold t he s i de b utto n fo r o ne se co n d . 
• A ft er o ne se co n d , w hi le ho ld i n g the button, speak into the m ic ro pho ne . 
• R ele as e t he b utto n af ter the statement.   

Guidelines for Use of Radios 

• Be pro fessio nal when comm unicating. Pa t ro n s can often overhear what is said. 
• Take proper care of these radios.  Be sure to charge them while no t in use, and please m ake sure 

radios are turned off while in the chargers. 
• Staff who are unable to wear a radio during their shift ( ro ck w all, fit ne s s ins t ruc tors , e tc .) m us t 

always keep it nearby and easily accessible. They will st ill be ex pe ct e d to call eme rge nc y codes and 
respo nd just like any o ther em plo yee.   

• Any pro blem s o r m alfunctio ns sho uld be repo rted to the Building Manager, and a work request 
sho uld be subm itted. 

• When communicating, use call num ber to call number language. i.e., “Rec 1 to Rec 2” “Go ahead” 
• Address professional staff and graduate assistants by nam e on the radio. 

Charging Procedures 

When the radio begins to beep (signaling low battery ), return it to the charge r: 

• Turn the radio off and place it into the cradle charger. 
• The red l i ght on the charger must co me o n to ensure that the radio is placed in the charger 

c o rrec t ly . 
• R adios must charge for 6 hours to regain a full charge – if possible, try to leave the radios charging 

for at least this period; otherwise, the charge will become less effective over time. 

Media Relations 

Solicitations 

S o l ic it at io n s fo r a ny c a use o r o r ga n i zat io n are p ro hi b it e d i n o r a round the Ma rs hal l Rec re at ion Ce nte r . 
D ist ri b ut io n o f u n ap p ro v e d l i ter at ur e a t t he Cam p us R e c re at io n Ce nt e r is a lso prohi bite d. 

Media Issues 

All info rmation requests concerning accidents, injuries, o r v a rio us i nc i de nt s M U ST al w ay s be re f e r re d t o 
t he Co o r d i nato r o f M a rk e t in g a n d O ut re ac h. S ta ff a re n o t t o s pe ak t o t he m e d ia w it hout pr ior a pprov al . 

Professional Photography & Video Recording 

P articipants in Cam pus Recre at io n's info rm al and pro gramm e d re c re at io n hav e t he right to priv ac y and 
c o m f o rt . P ho to graphy and v ide o re co rding are pro hibit e d w it ho ut appro val from the Coordinator of 
M ark et ing a nd O ut re a c h and m em be r pe r m is s i o n. C am pus R ec r e at i o n re s e rv e s the r i gh t to photograph 
participant s fo r m ark et ing m ate rials . 

Tours 

A l l t o u rs m us t be g ui de d by a M ar s h al l R e c re a t io n Ce nt e r s t a ff m e m be r . T he B ui l di n g M a na ge r , a 
Mem ber s hi p L e a d, o r a p rof e s sio na l s t af f mem ber s ho u l d a lw ay s a c c o m pa ny a t o u r . Un iv e rs it y -organize d 
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to u rs are perm itte d to be se lf -g ui de d o nce t he y si g n t he t o u r lo g. T he r e a re t o be n o s e l f-g u ide d t o urs o f 
t he M a rs ha ll Re cre at io n Ce n t e r fo r pe rso n al g ro u p s .   

Benefits 
T here are great benef it s off ered to all M U Cam p us Recreatio n s t aff, includi ng: 

• Leadership o ppo rtunitie s   
• F l e x i b le sc he d ule s 
• R eco g ni tio n, rewards, devel op ment, an d a dva nceme nt o p p o r t u n i t i e s 
• Oppo rtun i ties to c ro s s-tr ain th ro ugh the diffe re nt areas withi n our de p artment. 
• O p po r tu n it ies to dev e lo p cu st o m e r se rv ic e s k i ll s, c o nf li c t re s o l ut io n a bil it ie s, pos iti ve pe e r-to-pe e r 

relationships, and m any other t ransfe rable skills 
• CP R c e rtif ica tio ns 
• S t ud en t/ P ro fes sio n al D ev elo pm en t o ppo rt u ni t ie s 
• M em ber s hi ps fo r o ff -seme ste r st u de nts a n d no n -s tu den ts 
• P ro fe ss io n al dev e lo pm e nt fu n d 
• S c ho l ar s hi p f un d 

Employees are eligible to receive discounts in the following areas: 

Aquat ics 20% Off Gro up Swim L essons 

Cam ps 20% Off Yo uth Cam ps 

Facility Rentals 20% Off fo r perso nal use 

M em be rships 
Fre e M em be rship during o ff -semester breaks 
12 Guest P asses per year, w hich c an be o bt aine d from the s u p e rv i s o r o f the 
area. 

Lockers Free rental locker during em ploy ment 

Pro Shop 20% Off M erchandise- Ex clude s foo d/ drink 
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Employee Recognition 
Socials 

Vario us ev ents will be scheduled fo r so cial inv o lv ement by t he pro fe s s io nal staff. 

Awards 

All-Star Team 
This award will be giv en each semester to those w ho c o ns is te nt ly dem o ns t rat e at least t hree o f 
o ur departm ent’s v alue s. There is no lim it to the number o f indiv iduals w ho c an receive this award, 
w hi c h will be presented at the end of each semester. 

I n d i v i d u a l s w i l l be chosen for the All -Star T e am award based on nominations giv en by both part-time and 
full-time staff. Nominations are made by completing the electronic nom inatio n fo rm . 

Area Superstar Award 
This award will be cho sen by e ach are a st aff in t he s pring and will be presented at the Spring Banquet. 

• Aquatic Superstar 
• Competitive Sports Superstar 
• Outdoo r P ursuits Superstar 
• Member and Guest Services Superstar 
• Building Manager Superstar 
• Recreation Attendant Superstar 
• Cam p St aff Superstar 
• Fitness Superstar 
• M ark et ing Supe rs t ar 

Most Valuable Player 
T his will be aw arde d to o ne pe rso n f ro m t h e All-S t ar Team w ho has prov e n to co nsistently 
demo nstrated all value s o f Integrity, Empowerment, Inclusion, Enthusiasm, a nd Teamwork o ve r the entire 
schoo l year.   
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Voluntary Part-Time Staff Involvement 
SRC Student Rec Leadership Council 

Student Rec Leadership Council act s as a liaiso n be twe e n the Recreatio n Center's part-tim e staff and full-
tim e pro fessio nal staff. They are re spo nsible fo r em ploy e e invo lve me nt as t hey assist with and plan various 
pro gram s such as the sem ester banquets, staff re co gnit io n, fundraising, and so cial events. They also hav e a 
v o ice in to pics such as staff t raining, unifo rm s , and rec po licies.   

Marshall Rec Safety Team 

The Marshall Rec Safet y T eam se rve s as a reso urce and pe e r s uppo rt gro up fo c use d o n safety and 
emergency preparedness within the Recreatio n Center. They assist w it h st aff t raining, s k ill audits, 
emergency respo nse drills, and facilit y safe ty ins pe ct ions . T his team plays an active ro le in m aint aining a 
safe env iro nm ent for both patro ns and e m plo ye e s, while als o prov iding input on safety protocols and 
pro ce dure s. 

Employee Benchmarks 
Staff Development 
Marshall Recreatio n has created a st rate gic and dy nam ic appro ac h to pro v iding a sat isfy ing and pro duct iv e 
wo rk enviro nm ent. This appro ach is built aro und a cult ure of be lo nging and de v elo pme nt . This will be an 
o ngo ing process that will inv o lv e regular check-ins by yo ur superviso rs, reviews of yo ur perfo rm ance and 
dev elo pment, pathw ays for furt he r dev e lo pme nt , and perfo rm ance m anagem ent when expectations are 
not met. 

Development and Performance Reviews 
Staff development and performance reviews play an im po rt ant ro le in k ee ping s taff encouraged and 
engaged. These reviews will be based o n three aspects o f employee experience. An assessment of the 
curre nt jo b and how it is being pe rf o rm e d, fo llo wed by an assessment o f ho w an em ploy ee has gro w n, and 
completed with a pathway fo r further develo pment for the em plo yee. Each area will co nduct these rev iews 
in a m anne r appro priate for t he po s it io n. De ve lo pm e ntal learning will be assessed using a set o f learning 
o bj e c t iv es a ro und t he fo l l ow i ng: 

• Te am w o r k 
• Leadership 
• Co m m u nic at io n 
• C r it ica l t h i nk in g 
• P ro fe ss io n al i sm 
• H e a lt h a nd w e ll be i ng 
• D iversity, equity , a n d I nc lu si o n 
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Pathways for Development 

Each area has a learning pat hw ay t o suppo rt em ploy ee s in t he ir de ve lo pm e nt and gro w t h. T he s e pa t hw ay s 
are designed to assist with adv ancem e nt to o t he r po sit io ns w it hin t he re c re at io n c e nt e r as we ll as for each 
employee’s future career. 

Employee Performance Management 

Em ployee perfo rm ance relates to ho w an em ploy ee fulfills t he ir jo b dut ies and executes their required 
tasks. It refers to the effectiv eness, qualit y , and e ffic ienc y o f output. Marshall Recreation has created a 
st rat e gic and dy nam ic appro ac h to s ust ain a hi gh-perfo rmance culture to bring out the best in every 
employee. 

This part o f the em p l oy ee s ’ development will be a co llabo ratio n between the emplo yee and their 
s upe rv iso r. It w i l l be a n o ngo i ng pr o ce s s t ha t be gi ns u po n h i r i n g and continues through o rientatio n, 
training, pe rfo rm ance ev aluat io ns , a nd da i ly s upe rv i s io n. 

T hro ugho ut a n em pl oy ee 's t i m e he r e , t he i r s upe r v i so r w i l l be fo c us e d o n t he i r d ev e lo p me n t n ot o n l y as an 
emplo yee here at the rec, but fo r their future years beyo nd the experience here. This dev elo pment will 
inc lude t he fo l l ow i ng: 

• Regular training and m e et ings t o de ve lo p com pe te nc ie s and s k ills 
• O ppo rt unit ie s fo r de ve lo pm e nt , such as participat io n in St ude nt Re c Co unc il o r the Safety Team , as 

well as promo tio ns to superv iso ry po sit io ns 
• D aily info rm al int eract io ns   
• Sem esterly fo rm al perfo rmance rev iews 

We prio rit ize le arning and de v e lo pme nt , but if an emplo y ee does not meet the expectations stated, we 
hav e e st ablishe d a pro ce s s o f co ac hing, co uns e l i ng, a nd c o ns e que nce s . 

Coaching Report 
T he co aching, co unse ling, and co nse que nce pro ce ss use s a po int sy ste m . W he n an e m plo ye e fails to f ul f i l l 
e x pe ctat io ns, a Co ac hing Fo rm c an be is s ue d by co workers, Area Superv iso rs, Building M anage rs, and 
P ro fessio nal Staff. Po int s for infrac t io ns are de t e rm ined by the Professional Staff who oversee the staff 
m em be rs , and are base d on t he Infrac t io n po int s list, t he sev e rit y and c irc ums t anc e s o f t he inc ide nt , a nd 
the employee's attitude. Points reset at the beginning o f each semester and accum ulate from the last two 
weeks of the previous semester through the end of the current sem ester. 

A Co ac hing Re po rt doc ument s c oac hing a nd/o r co ns eque nc e s i nvo lv i ng em pl oy ee s a nd b e com e s a 
perm anent part o f their file. It o ut line s: 

• Em ploym ent infractio ns, including m e diat ing and aggrav at ing circumstances 
• Superviso r respo nses, including co aching, co unse ling, infrac t io n po int s , and any other disciplinary 

o r restorative actio ns 
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Ev ery infractio n, including zero -po int infractio ns, results in a Co aching Re po rt . T he purpo s e is to 
com m unicat e issue s t o emplo y ee s, co unse l t hem to im prov e pe rform ance , and pro v ide do c um e ntat io n t o 
ensure fair and co nsistent treatm ent. 

When a P ro fessio nal Staff m em ber receiv es a Co aching Re po rt, t hey w ill rev iew and discuss it with the 
e m plo ye e as soo n as po ssible . T his c an be do ne i n o ne o f t wo w a ys : 

1. For 0-2 Points: 

o A Co aching Repo rt m ay be em ailed to t he em ploy ee ’s prim ary em ail within 2 wo rking day s 
o f the infractio n, o r a meeting m ay be re que st e d by t he supe rv iso r. 

 If emailed: 

 The superv iso r will adv ise the em ploy e e o n w hat t he infrac t io n is, how 
m any po ints are being assigned, and the full po int to tal. 

 The employee can then request a meeting to discuss the repo rt further. 

 If a meeting is requested, it sho uld be s c he dule d w it hin 2 day s o f t he em a i l be i ng 
sent. 

2. For 3 or More Points for One Infraction or 4 or More Accumulated Points: 

o The Professional Staff will request a meeting with the em plo yee to discuss and rev iew the 
repo rt within 2 wo rking day s. D uring the m eeting, the superv iso r and e m plo ye e w ill dis c us s 
the repo rt and ho w to avo id this infract io n in t he fut ure . 

If there is no respo nse, the Superv iso r will m ake e v ery e ffo rt to co nt act t he em ploy e e . Po int s w ill be added 
if the employee does not comply with the request. 

Employee Coaching and Infraction Status 

• Warning Status (0-2 Points): The em plo yee will receive the co aching re po rt v ia em ail o r in pe rs o n 
fro m their superv iso r. 

• Probation Status (4 or More Points): The employee will be required to meet with their superviso r 
and will receive a no t ice o f pro bat io n list ing addit io nal points and/or behaviors that could result in 
term inatio n. 

• Capital Infraction: Term inatio n o r dism issal can be conducte d at any t im e by t he D ire ct Supe rv is o r 
o r o ther P ro fessio nal Staff due to the accum ulat io n o f 7 po int s o r any be hav io r de em e d inexcusable 
by Marshall Recreatio n. This w ill o ccur at an in-person meeting with the Direct Superv iso r and 
Associate Director or another representative. 

If the employee does not respond to requests fo r a meeting, the infractio n o r consequence is still applied to 
their em ploym ent file. 

Note: Em plo yees wo rking in m ultiple departm e nt s w ill share po int s and discipline across all departments. 
P o ints re ce ive d in o ne de part me nt w ill c arry ov e r to ot he rs , a nd t hi s a ppl i e s to s us pe ns i o ns a nd 
term inatio ns as well. 
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Infraction Points 
Infractio n po ints that fo llow are no t all inclusive . Some infrac t io ns and po int s m ay be adjust e d by the 
employee’s supervisor. 

0 Point Infractions 

• F a il u re to hav e a p ro pe r u nifo rm fo r t he de pa rtm e nt . 
• F a il i n g to co m p let e o r h av in g i n co m p lete p a perw o rk . 
• 1-4 mi n ute s la te fo r sc he d ul e d s h if t, tr ai n in g , o r m eet in g .   
• B ei n g u np ro du ct ive o n du ty o r no t f ul fi l li n g d ut ies as a ss i g ned . 
• Failure to respond to a high-pr ior ity emai l (ema i l note d by “ !” o r se n d th e r eq ue sted “ rea d 

receipt”). 

1 Point Infractions 

• R epe ate d 0 P o i nt I n fr act io ns . 
• 5-14 m inutes late for scheduled shift, training, or me eting. 
• Im proper do cume nt at ion of acc ident and inc ident reports . 
• F a il u re to r epo rt to t he Coac h in g Meet i ng sc he d ul ed o r fa i lu re to r et ur n the s i gn ed co ac h i ng 

fo rm . 
• F a il u re to fo llo w em plo y e e p o l ic ie s a s w ri t t e n i n t he Em plo ye e Ma n ua l . 
• U ne xc use d clo ck in g i n e ar ly / c lo ck in g o ut l ate . 
• R eco nc il ia tio n o f c as h d rawe rs i s i n acc u rat e w it h a l es s t h an $ 2 di ff e re n ce ( M ember Serv ice s). 

2 Point Infractions 

• Repeated 1-po in t in fr act io ns . 
• 5-14 m inutes late for a scheduled shift, t raining, or mee ting. 
• F a il u re to e nfo rce M a rs ha l l R e cr e at io n po l ic ie s . 
• F a il u re to fo llo w M a rs h al l Re cre at io n po l ic ie s o n o r o ff duty . 

o D e pe n di n g o n s ev er ity , this could result in a capital infract ion. 
• Poor c ustome r serv ic e. 
• Inappropriate language. 
• L e av i n g the workstation u na tte n de d ( Th is co ul d be i ncr ea se d de pe nd i ng o n t he na t ure o f th e 

p os it io n a n d if it co ul d re su lt i n a ser io us ri sk to t he f ac il i ty, p atro n s, o r fi n an ci al reso u rce s. ). 
o If on a lifeguard shift and this will re sult in a capital infraction and co uld result in 

te rmi n at ion . 
• F a il u re to com ple te o pe ni ng o r c lo s i ng d ut ie s co rre ct ly. 
• T ak ing o r m aki n g no n-wo rk-re l ate d phone c al ls , te xt ing , o r us i n g per son a l te ch no lo gy w h ile o n 

duty (Using any technology on the Lifeguard stand will result in a capital infract ion and co uld 
r es ult i n te rmi natio n) . 

3 Point Infractions 

• R epe ate d 2-po in t in fr act io n   
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• Non-co m p li an t w it h jo b exp ec tat io ns   
• C u sto m er se rv ice ne g li ge nce ( ig no r i n g o r no t s erv in g th e cu sto m e r) 

4 Point Infractions   

• U ne xc use d a bse nc e fo r sc he d ul ed s hi ft , t ra i ni n g, o r m e e t i n gs   
• N o c al l/ no s ho w fo r s ch ed ul e d s h if t o r m a nd at o ry m e e t i ng 
• N e gl i ge nce i n ri sk m an a gem e nt issues, in cl u di n g fa i lur e to do cum e nt a n acc i de nt 
• I n s ubo r di na tio n 
• U n au tho r iz ed u se o f, o r d am a ge to , U niv e rs ity o r Re c re at io n Ce nt e r e q u ipm e nt 
• F a il u re to com ple te m ajo r o pe ni n g o r c lo s i ng d ut ie s co r re ctl y co ul d re su lt i n a ser io us r isk to 

t he f ac il ity , pat ro ns , o r f i nan c ia l reso u rce s 
• R eco nc ile of ca sh dr awer i s i n ac cu ra te w it h a gre ate r tha n $ 2 di ff ere nc e (M em be r S erv ic es) 

Capital infractions resulting in immediate termination 

• Reporting to work under the influence of illegal drugs or alcohol. This is a m ajo r safety and liability 
issue. 

• Use of electronic devices while on duty. This applies to no n-wo r k -related use that co uld distract 
yo u from yo ur respo nsibilities. 

• Any form of discrimination. This includes but is no t lim ited to race, gender, sexual o rie ntat io n, o r 
religio n. 

• Verbal or physical abuse of others. We have zero to lerance fo r abusive behav io r. 
• Verbal or physical harassment, including sexual harassment. This can create a hostile environment 

and is strictly pro hibited. 
• Theft or intentional damage to Marshall Recreation, University, or other persons' property. 

Whether it’s stealing or damaging something intentionally, this will not be tolerated. 
• Failure to respond to an emergency by the EAP. Not fo llowing em ergency action pro cedures is a 

serious breach o f respo nsibility. 
• Falsifying documents or payroll. Inte gri ty in all repo rting is essential. 
• Creating or contributing to an unsafe or hostile environment. This includes anything y o u do that 

makes others feel unsafe or unwelcome. 
• Leaving the workspace unattended. E xa m p le s include sleeping, showering, and using the restroom 

fo r an extended pe r io d, et c.   
• Presenting a poor image of the University or Marshall Recreation at any time. Yo u always 

represent the organization. 
• Defaming the department and/or employees through any means. Whether it’s online or in 

person, spreading false or harmful info rm atio n abo ut the departm ent or yo ur co lleagues is a 
serious offense. 

If any of these or similar behaviors occur, it co uld lead to imm ediate term inatio n. If y o u hav e any quest io ns 
or need clarification on what might constitute a capital infractio n, now is t he t im e t o ask . Ev eryo ne m ust 
understand the seriousness of these violations and the expectations we have for maintaining a safe, 
respectful, and pro fessio nal enviro nment. 
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Appeals Process 

Employees must meet with their direct supervisor to discuss the Coaching Report before submitting an 
appeal. If an appeal is submitted by an employee who has not met with their Area Supervisor, the 
document will not be accepted. 

An em plo yee m ay appeal against the issuance o f infrac t io n po i n t s , o r the issuance o f specific resto rative 
sanctions based on one or more of the following terms:   

• T he i nf ra ct io n d i d no t o cc ur o r w as m is re pr e se nt e d 
• T he re is i n fo rm a tio n re lat ed to t he in f rac tio n t h at w a s n o t se e n o r a c k no w l e d ge d   

To appeal, an em plo ye e must subm it a we l l -written letter o f appeal to their direct superv iso r v ia em ail. 
Should the em ployee still no t be satisf ied wit h the result o f this meeting, a m eeting wi ll the n be arranged 
fo llo w ing t he c urre nt organi zational chart for the depar tm ent. 

Marshall Campus Recreation is an At-Will Employer 

The employment relationship created between the Recreation Center and you is vo luntarily entered into 
and is at t he w ill o f bo t h t he De pa r tm e nt a nd yo u. An e m plo ym e nt r e l a t io ns hi p, the r e f o re , m ay be 
term inated at any tim e and fo r any re aso n o r no re as on by e it he r t he University or by you, consistent with 
the law. This m anual is an informational document and does no t create o r reflect a co ntract between the 
D epartm ent and yo u. 
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