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Philosophy of the Sports and Recreation Center
The purpose of the Rose-Hulman Sports and Recreation Center is to provide recreational, lifetime, and competitive sports activities as well as a convocation center for special events for Rose-Hulman Institute of Technology students, active faculty and staff, retired faculty and staff, board of trustees, and alumni, as well as to enhance the sense of community on campus. The Sports and Recreation Center has been designed for the students of Rose-Hulman to be the primary users, especially for leisure times, out-of-class activities, and athletic competition. The Sports and Recreation Center's staff will develop an atmosphere that promotes healthy interaction between various groups using the facility. Numerous sports related programs will be developed for campus wide intramural activities, lifetime sports, clinics and workshops. The Sports and Recreation Center will provide a comfortable atmosphere and serve as the host site for all-indoor varsity sports and tournaments. Other constituent groups and programs may be hosted as long as the philosophy and purpose of the Sports and Recreation Center or Rose-Hulman is not violated at any time.
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Sports and Recreation Center Organizational Chart


Department Phone List

Matt Sinclair




Office:  x8031  
Mobile:  208-2348

Director for Recreational Sports & Athletic Facilities

Al Morrison




Office:  x8054

Mobile:  208-2338

Assistant Director for Recreational Sports & Athletic Facilities

& Intramural Director

Brian Shearer



Office:  x6086

Mobile:  208-2346

Assistant Director for Recreational Sports & Athletic Facilities

& Coordinator for Human Performance





 

Ryan Brimberry



Office:  x8621  
Mobile:  208-8298
Assistant Director for Recreational Sports & Athletic Facilities

& Director of Intramurals and Club Sports
Jason Johnson
Graduate Assistant



Office:  X8069
Mobile:  208-8298





 

John Walton

Sports Turf Manager





Mobile:  208-2392

Andy Cunning






Mobile:  208-6081
Grounds Keeper

Mark Long

Maintenance/Custodial Supervisor

Office:  X8683
Mobile:  208-2372

Front Desk:  x8059

Weight Room:  x8058

Pool Office:  x8052
Vestibule: x8562

Employee Guidelines
General

All employees are expected to fulfill the following guidelines while working at the SRC.

1. Student workers must qualify for federal financial assistance and be in the work-study program, or be in the Rose-Hulman work opportunity program.

2. Work a maximum of 20 hours per week. Twenty hours of work applies to the sum of hours worked on campus.

3. Attend all appropriate training sessions for their position.

4. Perform all assigned duties and responsibilities.

5. Wear the required uniform shirt that is provided.

6. Work the entire shift that they are assigned.

7. Provide written and/or verbal feedback about each position.

8. Report for work on time. If an individual cannot work the shift for which they are assigned, it is their responsibility to find an appropriate substitute and fill out the required paperwork for the shift change.

9. If absent from work due to an illness, a valid doctor’s note is required to qualify as an excused absence.

10. Employees are not permitted to use the facility at any time while on duty.

11. Employees must remain at their assigned station unless an emergency arises.

12. Eating or drinking at your station is not allowed.

13. Doing homework is permitted as long as it does not interfere with your job performance.

14. Using the telephone for anything other than an emergency is not permitted.

15. No activity area will be closed before its scheduled closing time unless previously authorized by the Director or the Assistant Director of the facility.

Service

Your role as a student worker is to provide professional and courteous service to all individuals using the SRC, while strictly enforcing the policies of the facility.

1. Be familiar with all activities in the SRC.

2. Respond to users’ problems and concerns in a positive manner.

3. Be capable of using available resources within the facility.

4. Be able to explain policies and procedures in a clear and effective manner.

5. Answer questions correctly if possible, or direct them to someone who can.

Communication
Frequent contact and communication between staff members, as well as communication between staff and users, is extremely important and essential to the overall operations of the facility. In order to maintain open and positive communication lines you need to do the following.

1. Provide continuous feedback about the SRC and the positions that you work.

2. Read all emails and handouts issued to you. 
3. Know all of the operating policies of the SRC

4. Contact the Facility Director, Assistant Director, or Graduate Assistant if you have any questions or concerns. Include any questions about policies, procedures, or your work situation.

Employee Work Schedule

Student employee scheduling will be done using the block method. Employees will have the same hours of work for the entire quarter. The SRC will only be closed on the same days as the entire school. If you have any trouble with or question about your schedule please see the Assistant Facility Director. 

Substitution

If you cannot cover your entire shift for any reason, you must find an appropriate substitute for the entire period. You must also fill out the substitution form, which can be done on paper in the office or online, and have it approved by the Facility Director, Assistant Facility Director, Graduate Assistant, or the building supervisor. If the appropriate steps are not followed and your substitute does not show up for your shift, you will be held responsible. The procedure is as follows.

1. Ask employees who are authorized to work at your same station.

2. Complete the substitution form.

3. Have the substitution form signed by yourself, your substitute, and a supervisor.

Reward Program

TBA

Employee Policies

Payroll
The steps in this section need to be followed in order to ensure that your time cards are completed properly so that you can be paid on time.

1. Must have completed all state and federal tax information, and have it on file with the work-study coordinator. Ask if you are unsure if you meet this requirement.

2. Must qualify for federal assistance and have the required forms on file with the work-study coordinator.

3. Each student worker must log his/her time worked each day on to his/her electronic time sheet. It is important to do this each day that you work so you do not forget your actual time worked and you enter the correct amount of hours.

4. At the end of each two week pay period it is your responsibility to submit your hours to be approved.  Your submission of the hours is the equivalent of signing your sheet.

5. Signing an inaccurate time card will result in termination.
Class Schedule/Availability Forms

All student employees are required to complete a class schedule/availability form and submit it online before each quarter. If an availability form is not on file, you will receive hours according to your class schedule and when you are needed. This may lead to a schedule that is not optimal for your needs or desires.

Training and Certification

All student workers are required to complete the orientation session, and all of the training programs throughout the academic year. Certifications that are required for specific positions must be kept current and on file with the Assistant Director for Recreational Sports & Athletic Facilities / Coordinator for Human Performance.

All students will be given the option of two different dates to become certified in the required areas.  It is mandatory for all students to attend one of these sessions to be eligible to work at the SRC. 
September 6 & 7     September 20 & 21

Disciplinary Action

Occasionally it is necessary to correct the actions of employees. This action may take several different forms depending on the offense committed, previous performance, and other factors that were a direct or indirect result of the offense committed. These actions may include, but are not limited to, the following steps.

1. Verbal warning.

2. Written warning.

3. Probation.

4. Suspension.

5. Termination.

Each student will be given 10 points for each quarter. After these are depleted the employee will be terminated. The depletion of point will be done in the following manner.

1. One point will be removed for a uniform violation.

2. Two points will be removed for being more than 5 minutes late.

3. Four points will be taken for an unexcused absence (more than 30 minutes late).

Violations

Points will also be taken for any violations of SRC policies. These violations include, but are not limited to, the following.

1. Not following building policies.

2. Going out an emergency exit or allowing others to use the emergency exits.

3. Lifeguard not wearing suit while on duty.

Personal Appearance

Personal appearance is important to the overall impression of the SRC and staff in general. Student employees are required to wear staff shirts when they are working in the SRC. Personal hygiene is also important. Neat and professional appearance is a must. Use your best judgment in your appearance.

Handling Complaints

Frequently, patrons and guest will bring their complaints or concerns to your attention. In this situation, answer their concerns politely and correctly. If you cannot answer their question, or feel uncomfortable doing so, refer them to the proper individual that can answer their question.

Disciplinary Actions Against Patrons
Disciplinary actions against patrons will be handled on an individual basis. Disciplinary action is not limited to the following.

1. Verbal warning

2. Written warning

3. Suspension

Anytime a conflict occurs with a patron, the student worker is to immediately contact the Facility Director or the Assistant Facility Director and file an incident report. Incident reports can be obtained in the office of the Assistant Facility Director.

Employment Positions

All student workers must be able to take and understand directions, take pride in work, perform duties with minimal supervision. They must be flexible and help maintain an attractive and functional facility. Primary duties may include some or all of the following: issuing rental equipment, scheduling court use in the facility, opening and closing the pool area, monitoring all activities in and around the Natatorium, maintaining proper safety conditions, ensuring that all areas are secure with proper personnel and equipment, security of the facility, troubleshooting problems in and around the facility, entering new patrons into the hand scanners, set-up/take down for events within the facility, and some light housekeeping and equipment maintenance.

General Staff

All General Staff must qualify for federal work-study assistance and participate in all training activities pertinent to the position. Such training activities include the initial training session and the seminars held throughout the academic year at the SRC. Workers must be certified in First Aid/CPR, and AED. General Staff must be available to work various shifts generally lasting from two to four hours. General Staff must be friendly, honest, highly dependable, and have good communication skills in order to properly perform their duties. 

Front Desk

Job Responsibilities
· Be sure that only individuals with proper authorization enter the facility.

· Supervise the lobby area to ensure a safe and enjoyable recreational environment.

· Be knowledgeable of various facility areas.

· Perform light housekeeping duties:

Wipe counter with all-purpose cleaner

· Make all announcements about parking, closing of the building, or any that are given to you by the Building Supervisor or the Facility Director.

· Relay any information that happens during your shift to your supervisor.

· Greet all patrons of the building as they enter, and say good-bye when they are leaving.

Weight Room

                    Job Responsibilities
· Inspect all warning and safety signs.

· Check equipment to ensure that it is in proper working order.

· Ensure that all patrons are wearing proper attire: close toe shoes, no jean shorts, no tank tops or cut-off sleeveless shirts.
· Replace any misplaced weights or dumbbells to their proper place.

· Check cleaning supplies.

· Perform light housekeeping duties:

Perform duties as described on the weight room cleaning checklist and have them approved by a building supervisor. 
Lifeguard

All lifeguards must qualify for federal work-study assistance and participate in all training activities pertinent to the position. They must have current certifications in First Aid/CPR, AED, and one of the following: Advanced Lifesaving, WSI, or Lifeguard Certification. Such training activities include the initial training session and seminars held throughout the academic year at the SRC. Lifeguards must be able to work various shifts typically lasting two to four hours between 7:00am – 11:00pm and weekends. Lifeguards must be outgoing, honest, and highly dependable and have good communication skills in order to properly perform the duties of this position.

All lifeguards will be required to attend two of the three in-service sessions, which will be held throughout the academic year. There will be one in-service session each quarter, if a lifeguard fails to attend two of the three sessions he/she will be terminated immediately. Lifeguards will be paid for the in-service sessions on an increasing scale. For the first session attended the lifeguard will be paid for two hours, for attending the second he/she will be paid for four hours, and for attending the third he/she will be paid for six hours.

Lifeguard

Job Responsibilities

· Monitor all activities in the pool/diving area.

· Maintain proper safety conditions.  Place all loose items on the deck in the pool storage room.

· Light housekeeping in the pool/diving area

· Clean up any trash or items left by patrons; place any lost items (towels, goggles, etc.) in lost and found box in pool office.

· Perform general maintenance of pool.

· Inspect drains to ensure clear.

· Check to make sure all signs are posted and secure

· Put up “Pool Closed” or “Pool Open” signs in pool when appropriate.
· Turn off lights at the end of each workday.
Student Building Supervisor
All Student Building Supervisors must qualify for federal work-study assistance and participate in all training activities pertinent to the position.  Such training activities include the initial training session and seminars held throughout the academic year at the Sports and Recreation Center.  Student Building Supervisors must be capable of performing all of the positions within the Sports and Recreation Center.  Student Building Supervisors must be available to work various shifts.  Student Building Supervisors must also be certified as a Lifeguard, have First Aid/CPR certification, and be AED certified.  Student Building Supervisors must be outgoing, honest, and highly dependable and have good communication skills in order to properly perform the duties of the position.


General Responsibilities

The following is a list of the various responsibilities that all Student Building Supervisors are to complete during every shift:

1. Check all areas to make sure the Work-Study students that are scheduled to work are present at the appropriate workstation and at the appropriate time.  If any student who is scheduled to work does not show up for a scheduled shift then he/she is called.  

2. Make sure all workstations have Work-Study personnel before looking into any situations where individuals are absent.

3. Check the Sports and Recreation Center Master Schedule for all of the venues to see what events are scheduled during your shift and that any set-ups needed are completed; if not finish whatever is necessary.

4. Make rounds every 30 minutes. On these rounds you should be looking for the following:

A. All doors are secure.

B. All Work Study are in place and have arrived for their shift on time.

C. ALL WORK AREAS ARE CLEAN AND NEAT.

D. All scheduled events are taking place where and when they are scheduled (according to the Master Schedule).

E. All Work-Study are wearing their SRC shirt and have a neat appearance.

5. Introduce yourself to all of the Work-Study students who are working during your shift.  It is very important that they know who you are and how they can contact you if they need assistance.  Let them know that they can page you using the Nextel in case of emergency.  

Opening Procedures

When OPENING the Sports and Recreation Center, you are responsible for the following:

1. Open the doors and let the Work-Study in first.  Make sure that at least one front desk worker is present.  If not assign one of the weight room or office aid personnel to stay at the front desk until the monitor arrives.

2. Go the key switch just inside the athletic department and switch the Handicap Access Doors on by turning the key to the left. 
3. Turn on lights in the facility:

A. Field house: ONLY turn on the lights labeled BB Master and South. Arena: Only turn Arena lights on if there is a scheduled activity.  If there is a scheduled event Flip the "Competition Court" switch in the electrical box located downstairs or upstairs south/east corner of the arena.  This switch is located in the second row in the box.

B. Pool: If the lifeguard has shown up for his/her shift, the lights should be turned on ("Grand Master" switch in the electrical box located in the pool office).  If there is no lifeguard on duty, these lights should not be turned on.

C. All hallway lights should be turned on.

D. All locker rooms should be unlocked and lights inside turned on.

E. The weight room lights should be turned on (only if we have personnel to work in this area).

F. The vestibule light should be turned on and the door into the vestibule unlocked.

4. Make sure all Work-Study personnel are present and on time at each workstation especially the lifeguard.  If there is no lifeguard present in the pool, the pool cannot be open under any circumstances.

Closing Procedures

Start closing 1 hour prior to the end of the day.  You are responsible for the following:

1. All curtains in the Field house should be raised.  These need to be raised all the way up.
2. Make sure the Front Desk Workers make the four announcements about the closing of the building:

A. The building will be closing in 30 minutes.

B. The building will be closing in 15 minutes.

C. The building will be closing in 5 minutes.

D. The Building is now closed.

3. At 15 minutes before closing time begin a final round.  During this round, you are checking to ensure that all work areas are clean and neat.

4. On this final round, politely let anyone who is still in the building knows how much longer he or she has before the building closes (in case they did not hear the announcements).

5. ALL PATRONS ARE TO BE OUT OF THE SRC BY THE CLOSING TIME!  THIS DOES NOT MEAN THAT THEY SHOULD BE ENTERING THE SHOWERS AT THAT TIME.  To ensure that they know, let people know how long they have before we close (this goes for the pool area as well).

6. AT CLOSING TIME, MAKE SURE ALL OF THE FOLLOWING ARE DONE BEFORE LEAVING:
A. All people are out of the building (student workers should be the last ones in the SRC);

B. All lights are off in the building (arena, field house, pool, hallways).
C. The Handicap Access Door key switch should ALWAYS be switched to the OFF position when closing.  To turn to the off position insert key and turn switch to the right.  The key switch is located just inside the athletic department.
D.  ALL DOORS, ESPECIALLY FRONT DOORS AND VESTIBULE, ARE SECURE IN THE BUILDING!!
Student Building Supervisor

Job Responsibilities

It is your responsibility to complete these items everyday.  Place your initials next to the items in which you complete during your work period.  Write any comments you need to pass along to the next shift in the spaces provided.

· Meet custodial staff at front doors.  Have custodial staff open the office door.

· Turn on field house lights

· Unlock locker room (Locker Rooms A, C, D, E) doors on both sides

· Unlock weight room – make sure staff is present

· Turn on sound system in weight room

· Make sure all baskets and tennis courts are set up

· Check all positions and make sure they are filled every hour 

· Check Master Schedule and start any set ups for the day

· Take down completed events

· Continuously check master schedule to make sure reserved courts are not being used by other groups

· Ensure weight room personnel wipe equipment and replace any weights

· Close pool at appropriate time

· Shut off sound system in weight room when closing

· Ensure closing announcements are being made

· Check all doors are secure and locked

· Turn the Handicap Access Doors key switch off 
· Lock the front doors at closing

Event Staff
All Event Staff must qualify for federal work-study assistance and participate in all training activities pertinent to the position. Such training activities include the initial training session and the seminars held throughout the academic year at the SRC. Workers must be certified in First Aid/CPR, and AED. Event Staff must be available to work various special events and varsity competitions throughout the week and weekends. Work time will vary. Event Staff must be outgoing, honest, and highly dependable and have good communication skills in order to properly perform the duties of this position.

Football Game Day

Coordinator

1. Locker rooms closed 4 hours prior to scheduled start of game.

2. Signs up on locker rooms for visiting teams.

3. Review set up arrangement and complete anything necessary.

4. Hand out keys to those who need them and make certain you get them back from those individuals at the conclusion of the event.
5. Take down event set up immediately following the conclusion of the game.
6. Make sure all staff is doing their jobs effectively.

7. Remove signs from locker rooms. 

Team Host 

1. Get key for locker rooms.
2. Buses will enter from the front of campus - tell them to park in the lot west of the SRC.

3. Greet visiting team and show to locker room.

4. Stay by back doors in case the visiting team needs anything.

5. Lock locker rooms when the game begins and stay by back doors in case a trainer or manager needs into the locker rooms before halftime.

6. Unlock locker rooms with 2:00 on the game clock in the first half.

7. Keep any fans or spectators from being on the track or in the grass on the east side of the SRC.

8. Return key to coordinator at the completion of the event.
Officials Host

1. Get keys to locker rooms and back door.
2. Greet officials and show them to the officials’ locker room.

3. Lock locker rooms and back door when game begins but stay near the back of the building in case an official needs into the building before the half or end of the game.

4. Unlock back door and locker rooms with 2:00 minutes on the clock.

5. Watch for the ambulance and direct to the back of the building.

6. Keep any fans or spectators from being on the track or in the grass on the east side of the SRC.

7. Return key to coordinator at the completion of the event.

Ushers

1. Greet spectators and direct to the grand stands.

2. Watch crowd for any disturbances.

3. Keep guests off of track.

4. Direct visiting team’s spectators to north bleachers via sidewalk and walking path.

Volleyball Game Day

Coordinator

1. Locker rooms closed 3 hours prior to scheduled start of match.

2. Signs up on locker rooms for visiting teams.

3. Review set up arrangement and complete anything necessary.

4. Hand out keys to those who need them and make certain you get them back from those individuals at the conclusion of the event.

5. Take down event set up immediately following the conclusion of the match.
6. Make sure all staff is doing their jobs effectively.

Team Host

1. Get key from coordinator for locker rooms.

2. Buses will enter from the front of campus - tell them to park in the lot west of the SRC.

3. Greet visiting team and show them to their locker room.
4. Unlock locker rooms at the conclusion of the match.  Ask the coach prior to the start of the match if they prefer to go to their locker room between games.  If they do make sure the locker room is unlocked for them and then locked after the leave.

5. Return key to coordinator at the completion of the event.

Officials Host

1. Get key from coordinator for locker rooms.

2. Greet officials and show them to the officials’ locker room.

3. Lock locker rooms when the match begins.

4. Unlock locker rooms at the conclusion of the match if they are being used and lock when officials leave.

5. Return key to coordinator at the completion of the event.

Basketball Game Day

Coordinator

1. Locker rooms closed 3 hours prior to scheduled start of game.

2. Signs up on locker rooms for visiting teams.
3. Review set up arrangement and complete anything necessary.

4. Hand out keys to those who need them and make certain you get them back from those individuals at the conclusion of the event.

5. Take down event set up immediately following the conclusion of the game.

6. Make sure all staff is doing their jobs effectively.

Team Host 

1. Get key from coordinator for locker rooms.

2. Buses will enter from the front of campus - tell them to park in the lot west of the SRC.

3. Greet visiting team and show to their locker room

4. Stay behind bench in case the visiting team needs anything. 

5. Unlock locker rooms with 2 minutes left in the first and second half. 

6. Lock locker room when game begins each half.

7. Return key to coordinator at the completion of the event.

Officials Host

1. Get key from coordinator for locker rooms.

2. Greet officials and show them to the locker room.

3. Lock locker rooms when the game begins.

4. Unlock locker rooms with 2 minutes left in each half.

5. Lock locker room when game begins each half.

6. Return key to coordinator when finished with it.

Wrestling Match

Coordinator

1. Locker rooms closed 3 hours prior to scheduled start of match.

2. Signs up on locker rooms for visiting teams.

3. Review set up arrangement and complete anything necessary.

4. Hand out keys to those who need them and make certain you get them back from those individuals at the conclusion of the event.

5. Take down event set up immediately following the conclusion of the match.

6. Make sure all staff is doing their jobs effectively.

Team Host 

1. Get key from coordinator for locker rooms.

2. Buses will enter from the front of campus - tell them to park in the lot west of the SRC.

3. Greet visiting team and show to locker room.
4. Stay in a central location in case the visiting team(s) needs anything.

5. Unlock locker rooms at the conclusion of the match.  Ask the coach prior to the start of the match if they prefer to go to their locker room between matches.  If they do make sure the locker room is unlocked for them and then locked after the leave.

6. Return key to coordinator when finished with it.

Officials Host

1. Get key from coordinator for locker rooms.

2. Greet officials and show them to the locker room.

3. Lock locker rooms when the officials leave.

4. Unlock locker rooms during any intermissions and at the conclusion of the meet.

5. Return key to coordinator when finished with it.

Indoor Track Meet

Coordinator

1. Review set up arrangement and complete anything necessary.

2. Take down event set up immediately following the conclusion of the meet.
3. Make sure all staff is doing their jobs effectively.
Team Host 

1. Buses will enter from the front of campus - tell them to park in the lot west of the SRC.

2. Greet visiting team and show to locker area.

3. Stay in a central location in case the visiting team(s) needs anything.

Outdoor Track Meet

Coordinator

1. Review set up arrangement and complete anything necessary.

2. Take down event set up immediately following the conclusion of the meet.

3. Make sure all staff is doing their jobs effectively.

Team Host 

1. Buses will enter from the front of campus – they can park in front or in the lot west of the SRC.

2. Greet visiting team and show to field house.

3. Teams with pole vault poles may enter from the North side of the SRC and bring the poles in the garage doors for convenience if they want to.

4. Stay in a central location in case visiting team(s) needs anything.
Swim Meet

Coordinator

1. Review set up arrangement and complete anything necessary.

2. Take down event set up immediately following the conclusion of the meet.
3. Make sure all staff is doing their jobs effectively.

Team Host 

1. Buses will enter from the front of campus - tell them to park in the lot west of the SRC.

2. Greet visiting team and show to locker room.

3.  Stay in a central location in case the visiting team(s) needs anything.

Fire Alarm Procedure

If a fire alarm sounds, follow the steps listed below to either evacuate the building or to turn off and reset the alarm.

1. There are two fire alarm boxes: one between the main lobby doors and one in the first floor mechanical room.

2. On your way to the fire alarm box between the main lobby doors, be sure to bring the front desk worker with you.

3. When you first look at the fire alarm box, the "Alarm Acknowledge" and "Alarm Silence" lights will be blinking.  The first button you should press is "Alarm Acknowledge" (on the far left of the panel).  This will tell you what type of fire alarm-device is sounding (pull box, smoke detector, etc.), and where the fire/smoke has been detected.

4. Once you figure out where the fire/smoke is coming from, send the person you brought with you to go check that location to verify if it is a fire or a false alarm.

5. When the person returns, you will do one of the following:

A. In case of fire: Activate the SRC Emergency Action Plan described on the next page.
B. In case of false alarm: Proceed to the next step.

Once it has been identified as a false alarm, have the person you brought with you call Campus Security to let them know that there is NO fire.  An alarm will sound in their office when the alarms in the SRC go off.
6. If you are utilizing the Main Lobby Doors fire alarm box, put your key in and turn it to the right, then press the "Alarm Silence" button.

7. Call security (ext. 8590) to reset fire alarm and elevator.

SRC EMERGENCY ACTION PLANS
Fire Action Plan

A. Upon discovering a fire, close the door to the room where the fire is located and immediately sound the building fire alarm by pulling the red alarm pullbox.

B. Notify the appropriate SRC personnel to make an announcement over the PA system

C. Call the Department of Public Safety at x8590 or immediately call 911. Give your name, department, and the location and nature of the fire.

D. Evacuate the building immediately, using the nearest fire exit door or stairwell. Inform others in the building who may not have responded to the alarm to evacuate immediately. The alarm may not sound continuously. If the alarm stops, continue the evacuation. Warn others who may enter the building after the alarm stops.

E. If alarm has sounded immediately evacuate the building at closest exit possible.  All SRC employees will aid in the evacuation process. 

Evacuation Guidelines

1.      Prepare and evacuate the building by way of the nearest emergency exit. Walk; do not run. Do not use elevators. 
2.      Close but do not lock all doors as you leave.
3.      Before exiting through any closed door, check for heat and the presence of fire behind the door by feeling the door with the back of your hand. If the door feels very warm or hot to the touch, advise everyone to proceed to another exit
4.    If the door is not hot, open it slowly. If the hallway is clear of smoke, walk to the nearest fire exit and evacuate via the nearest stairwell/door to the street level exit and on to assembly area
5.    In the event you are unable to exit the SRC.      

A.  Remain calm; do not panic. 

B.  Remain low; crawl if necessary.

C.  Place a cloth or if necessary clothing over you mouth to serve as a filter.

D.  Signal for help from a window. Use a towel, clothing, sign etc.
6.    Upon exiting the building and proceeding to the assembly area (parking lot), remain at least 100 feet away from the building walls and overhangs. Do not block any driveways, as Fire Department personnel will need access to these areas. 
7.    The cessation of an alarm/departure of the fire department is not an "all clear" to re-enter the building as corrective measures may still be in progress. Stay clear of the building until the authorized SRC personnel have advised you to re-enter the building.      Assist visitors during alarm/emergency situations. Visitors may not be aware of exits/alternative exits and the procedures that should be taken during alarm situations
Tornado and Severe Weather Action Plan
In the event of a tornado or a severe storm the following procedure should be in effect.

1. Listen for the latest advisories on commercial/ weather radio.

A. Tornado or Thunderstorm Watch:  Weather conditions are favorable for the possible development of tornadoes or severe thunderstorms.  Continue normal activities but have someone monitor the situation and notify others if conditions deteriorate.

B.  Tornado or Thunderstorm Warning: A tornado or thunderstorm is occurring or sighted in the area.  In addition to dark clouds and/or hail the emergency siren may sound.

If a tornado or severe thunderstorm is eminent an announcement will be made over the PA system throughout the building informing patrons of the current weather situation.

       2.  Action Plan and Shelter Procedures

1. Listen for announcement.

2. Go the locker room hallway and sit against the wall allowing a walkway for SRC staff.

3. SRC Staff will perform a building walk through to check for patrons unaware of the situations.

4. Stay in designated area and wait for further instructions.

5. When inclement weather has passed the SRC staff check for injuries and building damage.

6. Building supervisor will report any injuries or damage to public safety at x8590 and other appropriate personnel. 

Power Failure Procedure
If there is a power failure, you should do the following:

1. Call Public Safety at x8590 to report the power failure.

A. Ask if they know what caused the power outage.

B. Ask if they know when the power will be back on.

2.  Notify appropriate SRC personnel.

3. Inform patrons about the situation and keep them calm.

4. Evacuate all activity areas.

5. Remain at SRC for 1 hour from time of outage.

a. If power has not come back on:

· Close the facility

· Unplug all exercise equipment

· Put signs on the door stating the facility is closed

b. If power returns, open the facility as usual.
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Facility Rental

A Tour of the Sports and Recreation Facilities

The Sports and Recreation Center is a state of the art intramural and varsity athletic recreation center that offers unlimited potential to all users. The recreation facility consists of the following areas.

Field house

The field house is located on the lower level of the Sports and Recreation Center and is the main area of recreation and intramural activities. The field house consists of a six-lane 200-meter track, and four regulation size basketball courts and a regulation size tennis court. All of the surfaces in the field house are a Mondo rubber surface.  

Hulbert Arena

Hulbert Arena is the main competition gym and is the focal point of the Sports and Recreation Center. Seating in the arena allows for 1700 spectators. The gym floor is truly unique Boston Garden Parquet. Hulbert Arena is the host site for all varsity men's and women's basketball games as well as women's volleyball and some intramural competition.

Multi-Purpose Room

The Multi-Purpose Room is located on the south side of the field house and has seating for up to 100 spectators. This area is the site for varsity wrestling meets as well as a wide variety of recreational activities and lectures.

Weight Room

The Weight Room contains all of the strength training equipment. This area features Hammer Strength and Magnum exercise equipment that is flexible for beginners to highly advanced users.

Cardiovascular Area

The cardiovascular area is located on the main floor of the Sports and Recreation Center. It features Stairmaster stair climbers and bikes as well as Quinton treadmills.

Racquetball
This area is comprised of two courts that are fully ventilated. All courts are regulation size with hardwood floors and flush lighting.

Swimming Pool

The setting for aquatics at Rose-Hulman is a 25 yard, 8 lane pool with 2, 1 -meter diving boards, and 1, 3 -meter diving board. The swimming pool serves a wide variety of activities from varsity swimming and diving to recreational exercise.

Athletic and Intramural Fields

· Jim Rendel Field: Located in the far southwest corner of campus. Jim Rendel field is used exclusively for varsity men’s and women’s soccer.

· Art Nehf Field: Located in the far southwest corner of campus. Art Nehf Field is used exclusively for varsity baseball.

· Varsity Women’s Softball Field: Located in the far southwest corner of campus. The Softball Field is used exclusively for varsity softball.

· Cook Stadium, Phil Brown Field, and William M. Welch Track: Located directly to the east of the SRC. Phil Brown Field is used exclusively for varsity and junior varsity football.

· Joy Hulbert Tennis Complex: Located east of the SRC, and is used for varsity tennis and recreation activities.

· The East and West Intramural Fields: Located to the east of the outdoor tennis courts, the East and West Intramural Fields are used as the football and soccer practice fields, and for all outdoor intramural events.

· The South Intramural Field: Located south of East Intramural Field and on the south side of Lost Creek, it is used as a football practice field, and for all outdoor intramural events.

· Sand Volleyball Courts: Located just south of the parking lot for the New Apartment Residence Hall. 

Policies

Entrance Criteria

Individuals using the Sports and Recreation Center for recreational purposes will be required to enter the front doors located on the southeast corner of the building or the vestibule at the west end of the building . Rose-Hulman ID cards are not required to enter the facility, however, a eligible users are required to obtain a hand scanner entry access code.  Authorization forms can be obtained and verified by the Human Resources office located in Moench Hall.  Access codes will not be given to individuals who are not on an approved list or do not have the proper forms completed and signed.
Eligible Users:

A. Registered Rose-Hulman Students 

B. Current Faculty, Staff, Board of Trustees and spouse 

C. Retired faculty, staff and spouse 

D. Alumni and spouse 

E. RHIT Temporary Employees 

F. RHIT Temporary Employees under the age of 18 

G. Wabash Valley Board of Associates and spouse 

H. Current  Full Time ARAMARK employees and spouse 

I. Dependents of Faculty, Staff, Alumni, RHIT Board of Trustees18 years of age or older.

1. Eligible users are permitted to bring up to two guests unless otherwise approved by the facility director.

2. Dependent children over the age of 18 are not allowed to use the recreation facilities without the direct supervision of an eligible user.

3. Dependents under the age of 18 must be accompanied by an eligible user at all times.  Unless they are current employees of RHIT.

4. Dependent children are defined as, natural or legally adopted children who are declared as dependents on the eligible employee’s Federal Income Tax Return.  Other family members are welcome but must be accompanied by the eligible user at all times.

5. Family members of current Aramark employees and Wabash Valley Board of Associates must be accompanied by an eligible user at all times.

All non-family guests must be accompanied by the eligible user at all times.
Family Members of Rose-Hulman students, faculty, staff, board of trustees and Alumni

Family members are defined as a spouse or dependent children under the age of 18, except in the case of a full time college student taking a minimum of 12 college credit hours and extended family members. The family members of faculty, staff, board of trustees and alumni have the privilege of using the facility.  However, the host must obtain a valid Rose-Hulman hand scanner code for their family member. The hand scanner codes can be entered by the Building Supervisor upon their first visit to the SRC. Children under the age of 16 are not permitted to use the facility unless under direct supervision of a Rose-Hulman host 18 years of age or older. There will be no exceptions. Hours for family use of the Sports and Recreation Center are the same as regular users.

Guests

Guests are allowed to use the Sports and Recreation Center when accompanied by an eligible user (host). A guest is defined as an individual who is not a student, faculty, staff, board trustee, or alumnus of Rose-Hulman Institute of Technology.  All guests are the responsibility of the Rose-Hulman host at all times. Guests must be accompanied by the host at all times within the facility. A host can bring a maximum of two guests upon each visit, unless previous authorization has been approved. All patrons must use at the hand scanner at the front desk of the Sports and Recreation Center upon entering the building.  Any guest to the SRC must show Rose-Hulman ID and be entered into the hand scanner by a building supervisor.  Use of the facility is not permitted until this is done. Violations will result in immediate removal from the facility. The host must log the guest in using the hand recognition system. Guests may not check out equipment. Equipment used by guests is the responsibility of the host. The Facility Director may set daily limits on the number of guests using the facility and may refuse admittance to any guest due to previous problems or prevailing circumstances.

Reservations

All courts are on a first come first serve basis for recreational use, except for any sanctioned varsity event and individual reservations for tennis courts and racquetball courts. Reservations for the pool and indoor courts located in the field house can be made up to one year in advance for varsity athletics, intramurals, and Rose-Hulman groups.  All reservations must be made by email, by telephone, or in person, and must be accompanied be written documentation concerning the reservation.  All reservations will be confirmed by email. Varsity athletic teams may not reserve court space or field space for team practices, workouts or open-gym any time other then NCAA sanctioned practice periods.  Intramural teams may not reserve court space or field space for practices at any time.  Please exit the reserved court promptly at the end of the reserved time in order to allow others to use their entire reservation time.  In the case of reservation disagreement, the Facility Director or supervisor on duty will determine which party has priority.

Cancellations/No Shows

A court which is not claimed 10 minutes after the start of the reserved time will automatically be forfeited and given to the first individual that requests it.

 As a courtesy, individuals who are unable to keep a reservation are asked to call the Sports and Recreation Center Assistant Directors Office (877-8054) in advance of the reservation time in order to allow a new reservation to be made.

Facility Regulations

General

1. All faculty, staff, alumni, board of trustees, and Rose-Hulman students have the privilege of using a locker for that day.

2. Permanent locker assignments for faculty and staff will be in the intramural locker rooms and faculty/staff locker room and can be made at the Assistant Facility Director’s office.  Lockers will be cleaned once a year in July.  Locks that are left on will be removed at the owner’s expense. 

3. No smoking or chewing tobacco will be permitted within or around the Sports and Recreation Center at any time.

4. No food, drinks, or chewing gum are permitted within the facility, beyond the main lobby located by the front desk.  Consumption of food and drinks within the facility from vending operations during varsity athletic events and special occasions will be permitted.

5. All injuries are to be immediately reported to the Sports and Recreation Center staff and Campus Security.  Building Supervisors will fill out the accident report form.

6. The Sports and Recreation Center Staff or Rose-Hulman are not liable for accidents or injuries due to use of the Sports and Recreation Center of the equipment in the facility.

7. Emergency telephone number is 8590 for Campus Security and 7911 for Terre Haute Emergency.

8. The Facility Director or Campus Security may close the Sports and Recreation Center at any time for health and safety concerns.

9. Patrons may check out sports equipment in SRC main office.  Users may exchange a valid ID card.  All equipment must be returned the same day.  The replacement cost of any item checked out and not returned or damaged will be charged to the user.

10. No bicycles, roller blades, or skateboards are permitted in the facility.


Courts

1. Individuals using the facility are required to wear tennis shoes or nonmarking shoes.

2. Individuals wearing street shoes are not permitted on any courts within the facility.

3. Individuals with bare feet or in socks are not allowed on any court areas.

4. All metal racquets must have rubber guards.

5. Eye guards are highly recommended at all times while playing racquetball.  Eye guards are available in the main office of the Sports and Recreation Center.

Pool/Diving Area

All pool policies have been developed in accordance with the Indiana
State Department of Health Swimming and Wading Pool Codes 410
IAC 6-2.
1. Use of the pool is not permitted without a lifeguard present. (410 IAC 6-2-11)
2. Entrance to the pool is permitted only through locker rooms.  Doors located within the aquatic area are for emergency exiting only.

3. Horseplay, rough housing, profanity, spitting, or other inappropriate behavior will not be tolerated.

4. No food or drinks are permitted on the deck of the pool.  Spectators watching varsity competitions or special events are permitted food and drinks in the viewing area only.

5. Balls, inner tubes, water wings, toys, inflatable supports, and artificial swimming aids are allowed in the pool only at the discretion lifeguard on duty.

6. Swimming suits must be worn in the pool. Clothing other than swimming suits are not permitted.

7. Swimmers are responsible for providing their own towels.

8. No shoes other than flip-flops, swim shoes or shower shoes are permitted.

9. Individuals with open sores or lacerations are not permitted to use the pool.

10. Only one person is permitted on the diving board at a time.

11. All dives or jumps must be straight off of the board.

12. Diving is not permitted until previous diver clears the area.

13. Divers are required to swim to the nearest side after completing a dive.

14. All injuries should be reported to the lifeguard immediately.

15. The Sports and Recreation Center Staff are not responsible for injuries or accidents.

16. The lifeguard in charge has the right to dismiss individuals violating pool rules.  Lifeguards on duty have the authority to prohibit diving.

17. Emergency telephone numbers are located by the phone in the pool office.

18. If lightening is visible the pool will be closed and reopen only when lightening is no longer present.

Weight Room

1. Use of the weight room is not permitted without a weight room supervisor present.

2. Horseplay, rough housing, profanity, spitting or other inappropriate behavior will not be tolerated. 

3. No food is permitted in the weight room.

4. Shirts are to me worn at all times in the weight room.  All shirts must have sleeves, NO TANK TOPS OR SLEEVELESS SHIRTS ARE ALLOWED IN THE WEIGHTROOM.  Dress must be conducive to allow for proper weight room activity.  
5. Open-toed shoes, sandals or flip-flops are not to be worn to take part in weight room activity.  Anyone wearing such shoes will be asked to change into tennis shoes.  Failure to do so will result in prohibiting the individual from weight room participation until proper shoes are acquired.

6. Weights are to be returned to their proper storage areas.  Weight room supervisors will monitor this and ask those not cleaning their weights and storing them properly to please do so.  This is common weight room etiquette.

7. Weight room supervisors need to be aware of individuals lifting alone.  Spotting certain lifts is a necessity for those trying to lift heavy while alone. 

Academic Year SRC Operating Hours

Academic Year

Field house


Monday-Thursday
7:00am-Midnight


Friday

7:00am-10:00pm


Saturday

10:00am-10:00pm


Sunday

Noon-Midnight

*Pool


The Pool closes one hour before the field house.

Academic Breaks

Break schedules will be announced.

Summer


Monday – Friday 
7:00am – 8:00pm



Saturday 
10:00am – 5:00pm



Sunday 
12:00pm – 5:00pm

Scheduling Priorities

1. Intercollegiate Athletics- Varsity seasons that are in session have priority over sports beginning a season.

2. Intramural sports.

3. Club sports.

4. Academic departments.

5. Rose-Hulman groups.

6. Recreational activities.

7. Outside groups.

SRC Rental

Information about renting the SRC can be obtained from the Facility Director.

Appendix B

Event Setups

Porter Baskets

Old Baskets

Setup Diagrams

EVENT SETUPS

Men’s/Women’s Basketball and Volleyball in Hulbert Arena

When setting up for a Basketball (Men’s or Women’s) or Volleyball game, follow the steps listed below:

(See supply list.)

1. Be sure the lights are on in the arena. The electrical box is located on the first and second floor in the south/east corner of the Arena.  The switch is marked "Grand Master" and is in the top left corner of the box.

2. The north and south basketball goals (if they are up) should be taken down and moved into the field house along the north wall. Follow the Basket Set-Up/Take Down Instructions in Appendix B.

3. Open the north and south bleachers. The yellow cord to open/close the bleacher is located in the Assistant Facility Director's office in the bottom drawer of the gray cabinet.

4. To open/close the bleachers, go to the far-left side of the bleachers (when facing them).

5. Open the bottom wood flap on the bleachers and lift it up. Hook the oval ring onto the flap so that it will stay open during the opening/closing of the bleachers.

6. Plug in the yellow cord to the electrical outlet located underneath the raised flap. When plugging  this in, be sure that the two silver plates on the sides are squeezed in when inserting into the outlet.

7. Press open/close and walk with the bleachers as they open/close. If closing check repeatedly to see that nothing is behind the bleachers. If there is something behind the bleachers stop immediately and remove the object.

8. Once the bleachers are open/closed, unplug the yellow cord (remember to squeeze the silver plates on the sides).

9. Close and lock the wood flap.

10. Set up all of the black railings. The railings are located between the bleacher seats. The railings need to be set-up in all of the isles of the bleachers.

11. Cut off the zip ties on the gates at the top of the bleachers and tie them open. Ties are located in the bottom gray file cabinet drawer located in the Assistant Facility Director's office.

12. The wood scorer's table in the first row of the bleachers should be put up. All tools are in the toolbox located in the Facility Director's Office.

13. Set up the score table. The score table is in three sections and is placed in the middle of the court along the south sidelines. Make sure the score table is connected at the bottom and is stable. Once the score table is secured use the BIG yellow wrench located in the storage to lower the score table and raise the wheels.  Lowering the score table is done by turning the nut located in the middle of each section on the bottom in the proper direction.

14. Set up 18 Rose-Hulman folding chairs (in pool storage) on either side of the score table. Leave a space between the end of the score table and the beginning of the bench (Also, 6 chairs go behind the score table.) They should be lined up by placing the back legs on the back edge of the red outline of the court. There should be roughly two inches between each chair.

15. The scoreboard control, cordless, and wired microphones should be set up on the scores table on the floor. The computer and CD player should be set-up on the wood score main table in the first row of the bleachers. The computer includes a monitor, keyboard, CPU, mouse and pad. Extension cords will be needed to hook these up. You can run the extension cord from the scorer's table, under the bleachers, to an outlet in the floor. At the outlet use a power strip and plug in three extension cords to it. These extension cords will run to the score table and plug into the power strips at that end. All of the extension cords, cordless microphone, scoreboard and computer equipment is located in the Facility Director's Office. A mat should be placed over all cords where people will be walking.

16. If necessary, turn the scoreboards on with the key on the Building Supervisor's key chain.

17. If house music is on in the Arena turn it off. The switch is located on the third floor.

18. Lock off the (Men's or Women's) Varsity and (Men's or Women's) Intramural locker rooms 90 minutes prior to the start of the game.

19. Meet the officials and visiting teams and escort them to their locker rooms.  It is the Building Supervisor's responsibility to get all of the keys back immediately after the game.

20. Set up should resemble Basketball diagram in Appendix B.

21. TAKE DOWN IS TO BE DONE IMMEDIATELY AFTER THE GAME.  FOLLOW THE INSTRUCTIONS IN REVERSE ORDER.

Set Up Supplies For Basketball/Volleyball Games

Supplies located in storage.

1. 5 extension cords

2. 2 power strips (one for each plug under the south bleacher)

3. Computer = Monitor, CPU, Keyboard, Mouse and Mouse Pad

4. CD/Cassette Player in silver case

5. 1 Wireless Microphone and 1 Wired Microphone

6. Basketball only:  possession arrow

7. Scoreboard’s controls

Football Set Up

Luncheon

1. The number attending the luncheon should be ascertained and the appropriate number of tables with 6 chairs per table should be set up in the balcony of the arena. 

2. Buffet and bar tables should be set up similar to the diagram in the Appendix.

Half time

1. In the Northeast corner of the field house near the garage doors an area for Rose's football team to meet for half time needs to be set up.

2. 50 chairs for each offense and defense should be placed in a semi circle arrangement with extra spaces between the chairs and enough room for team members to enter each row from the outside through the garage doors.

3. 2 large white boards with markers and erasers should be put on each side.

4. Curtains should be put up to enclose the area to give the team privacy from the rest of the field house.

Press Box

1. Enough chairs for all press box officials will be needed.

2. Ensure the scoreboard controllers for the main score board and play clock are plugged in and functional.

3. Ensure both home and visiting team boxes have adequate chairs.

4. Ensure the sound system is plugged in and functioning correctly.

Outdoor Track Set Up

1. All timing equipment is properly set up and tested in press box and trackside.

2. All hurdles are moved to the trackside.

3. Steeplechase is filled with water if necessary.

4. A staging area is set up in the stretching area to meet the coach’s specifications.

5. All port-a-pits are properly placed.

6. Any required fencing is in place- Ask the Assist. Dir./Event Coordinator for this information.

7. Judges stand is set up at trackside.

Diagrams for Set Ups in Appendix B

Porter Basket Set- Up/Take Down Instructions

These instructions need to be followed in proper order.  If you have any questions please contact the building supervisor before you proceed any further.

1. Align the baskets on the proper court. Each basket is labeled on the left support arm on the backside of the standard. If the baskets are not on the proper court they cannot be set-up properly. If you are setting up the Main Court in the Arena or Court #2 in the Field house plug in the shot clocks prior to aligning of the baskets. The plug-ins are under the brass discs in the Mondo.

2. After the basket is placed on the proper court, align the basket so the pegs on the cross bar under the black pad can be screwed into the floor.  Screw them into the floor and lock the rear wheels. DO NOT TIGHTEN THE NUT ON THE PEGS BEFORE COMPLETEING STEP THREE.

3. Tighten the pegs located on the front of the basket using a ¾” wrench until the washer located on the top of the peg is flush on the sleeve around the peg. The basket is now at the proper height; ten feet.

4. Tighten the nut on the cross bar pegs.

5. If baskets have shot clocks, make sure the clocks are plugged-in, upright and secure.

6. Ensuring that the safety pin is removed from the angle support beam and the black tightening knob is loose.

7. Raise the basket to its upright position (lift with your legs).

8. Tighten the black knob and replace the safety pin and secure with a zip tie.

9. Set-up is complete.

10. When taking the baskets down follow these instructions in reverse order.
Old Basket Set- Up/Take Down Instructions

These instructions need to be followed in proper order. If you have any questions please contact the building supervisor before you proceed any further.

1. Align the baskets on the proper court. Each basket is labeled on the left support arm on the backside of the standard. If the baskets are not on the proper court they cannot be set-up properly.

2. Raise the basket to its upright position (lift with your legs).

3. Tighten the black knob and replace the safety pin and secure with a zip tie.

4. Align the basket so the pegs will drop down into the floor.

5. Tighten the pegs located on the front of the basket until the large white disk located on the top of the peg is flush with the support bars. The basket is now at the proper height; ten feet.

6. When taking the baskets down follow these instructions in reverse order.
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Description of Set-up

1.  Pull North and South bleachers out.  The hand rails should be put up.

2.  Place 20 Rose-Hulman chairs on each side of the score table along South sidelines.

3.  Put 8 chairs behind score table. 

4.  Put 20 folding chairs in East Varsity locker room in a half circle. 

5.  Get the three section score table.  Make sure it is connected at the bottom and lowered.  The yellow wrench used to raise and lower it is in the Facility Manager’s office.

6.  North and South Arena Baskets should be moved to North Wall of Field house.

7.  Set up wood score tables in front row of South bleachers.  Place computer and CD player there.
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Description of Set-up

1.  Pull both sides of bleachers out.  Set up score table and equipment for the scoreboards.

2.  Set up 15 chairs for each bench and 8 chairs for the score table.  

3.  Set up first row bleacher score table.  Untie all gates and tie them open.

4.  Take all goals out of Arena and put in Field house.

5.  Unlock bottom east doors to locker room hall.

6.  Have visiting team host lock off locker rooms.

7.  Both visiting teams use Women’s Intramural lockers.

8.  Event staff should be placed around top and bottom exits and in the locker room hall.
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Description of Set-up

1.  Volleyball tourney dual cross courts.

2.  Set up one 6 foot table with 4 chairs on either side of Arena as shown.

3.  Set up 15 chairs on either side of the table on each side of the Arena as shown.

4.  Put out South bleachers only.

VOLLEYBALL TOURNY DUAL COURTS #1 AND #2
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Description of Set-up

1.  Set up two six foot tables, one on the left of court 2 and one on the right of court 1.

2.  Set up 15 chairs on either side of the tables as shown.

3.  Tables and chairs must have rubber covers for legs 

4.  Tip and roll bleachers on dark gray mondo south of courts 1 and 2.
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Description of Set-up

1.  Set up 10 tables on either side of the serving tables as shown.

2.  Put 6 chairs around each table, with three on each side.

3.  Create the serving tables with three six foot tables.

4.  Use folding chairs and tables from pool storage.

5.  Place event staff at all locations marked with circles in above diagram.
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Description of Set-up

1.  Place one chair behind each starting block.

2.  There should be one row of chairs between door on W, E, and S walls.

3.  Put two six foot tables on N wall with two rows of chairs as shown.

4.  If only a two team meet, set up 25 chairs along South window and one Rose-Hulman chair behind each starting block only.
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Description of Set-up

1.  Put all curtains up.  Take all baskets down.  

2.  Move baskets from court #1 and N side of court #2 onto center of court#3.

3.  Move court #3 baskets and S court #2 onto RED area in front of each basket.

4.  Take tennis net down and put in equipment room.

5.  Set up tensa barriers, chairs, and tip & roll bleachers as shown in diagram.
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