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Our mission is to provide a multi-purpose

 facility and services for seniors that will enhance their quality of life.

Item 1 - Attendance

   The Center is open to participation for all people over the age of 55 regardless of Income, Race, Religion, Sex, Sexual Orientation or National Origin.   However, due to the Center’s age basis there are certain age restrictions that are kept.

   No children under the age of 18 years can participate in Center activities or attend on a regular basis with the exception of planned intergenerational activities. Occasional visits are allowable.  Children 12 – 17 may also occasionally attend planned dances; however the paid staff in charge of the dance must be notified.  All visiting children must be supervised by an adult at all times during visits, dances or other activities.  If a child is sick, has a fever, or not well enough for school or day care they may not visit the center.
   Persons aged 18-54 may visit as an occasional guest of a Center Participant but may not attend on a regular basis with the exception of a spouse, date, dependent adult child or caregiver of a Participant.  Out of Town guests of a Participant and occasional visits by Family Members of a Participant are allowable also.
   No one with an infectious disease or illness such as vomiting or diarrhea is allowed to attend the Center.

   Membership to the Center is available to all seniors 55 and older. Associate membership is available to adults 45 to 54years of age.  No one under 45 may be a member.
   Younger volunteers or workers (sixteen or older) are allowed also, but may not participate in the activities of the Center unless they are in a break from their labors and are not usurping the place of a Participant, and do not upset the seniors by their presence.

   Special Situations:  When the Directors and/or the Board of Directors determines a participant should no longer attend the Center due to a physical, mental, or social impairment which constitutes either a health risk for the general populace, or requires individual attention which the Center, having limited personnel, cannot provide, the family will be notified.  The participant may then attend and participate only when accompanied by a full-time caregiver, or the health risk is eliminated, and stated so by a medical professional.  Placement in the Center’s Senior Circle of Friends Adult Day Care may also be an option.
Item 2 – Opening/Closings
   Center Operating Hours:  Monday through Friday – 8 a.m. until 4 p.m. and Friday and Saturday nights – 6 p.m. until 9:30 p.m.  Any other openings must be approved by the Executive Director and/or the Board of Directors.
   The paid staff person in charge will unlock the front door at the appropriate time.  That person is also responsible for anyone allowed in before the set time.  Mature Workers and Board Members are not center–paid staff and do not have this responsibility.  Certain volunteers are allowed in to help the paid staff before scheduled opening times.
   Participants should schedule their transportation to arrive at the scheduled opening times.  

   Center Closings: The Center will post and announce closings whenever possible.  Normal closings will be listed in the monthly newsletters.  Any unexpected closings will be posted in the center as soon as possible.  The center will observe the Inclement Weather plans announced by the County Government.  The center may also be closed at the discretion of the Executive Director, upon approval from the Board of Directors’ Chair or Vice Chair.  If there is a question of closing the Participant is encouraged to call before starting from home.  When possible the answering machine’s outgoing message will be changed to reflect any closings.
   The Center will be closed (unless announced open) on the following days:

Martin Luther King’s

Thanksgiving Day (Thursday)

President’s Day


Day after Thanksgiving (Friday)

Good Friday



Christmas Eve Day (Dec 24th or equiv.)

Memorial Day


Christmas Day (Dec 25th or equiv.)

July 4th



New Years Eve Day (Dec 31st or equiv.)

Labor Day



New Years Day (January 1st or equiv.)

Veterans Day
Item 3 – Code of Conduct

   The Center is for the pleasure of all.  It is therefore necessary to establish these guidelines of behavior.

   1.  The building and grounds are DRUG-FREE ENVIRONMENTS.  There will be no use of illegal substances within the Building or on the Grounds.
There is to be NO SMOKING or use of any tobacco products within the Building. Use designated areas and receptacles. NO ALCOHOL USE within the Building or on the Grounds.    FIREARMS, WEAPONS and EXPLOSIVES are also forbidden.   Any infraction will be reported to the Police.  
   2.  Profanity will not be tolerated in any form, written or spoken.

   3.  Courtesy and respect will be shown to all persons at all times.  Arguments, fights, or any type of disruptive behavior will not be tolerated and could lead to disciplinary actions.  
   4.  Discrimination and/or sexual harassment towards any person for any reason will not be tolerated.

   5.  Each person is responsible for maintaining the premises in a neat and orderly fashion.  If we all respect one another, the building, and the equipment, we will be able to enjoy them for a long time.

   6.  Anyone desiring to make a complaint is to file such complaint in writing, signed and dated, to the Executive Director.

   7.  Anyone desiring to speak before the Board of Directors is to request permission of the Chairperson 24 hours in advance in order to have his/her name placed on the agenda.  Then they may speak for a maximum of 3 minutes.

Item 4 - Dress Code

   The Dress Code for male and female Participants and Employees on the premises of the Center is designed to put all persons at ease.

   Shorts, skirts, dresses, and slacks shall be no shorter than three (3) inches above the knee cap and shall not be skin tight.

   Shoes must be worn at all times.

   Tank tops, halter tops and see-through-clothing are not allowed.  The paid staff person in charge will make a determination if the clothing is questionable.
   Persons wishing to file a grievance with any of the above rules should follow the personnel grievance procedure.

Item 5 - Liability

   The Center shall not be responsible for damage, breakage, theft, or storage of Participants personal items.  This includes pool cues, coats, crafts, ceramics, tools or anything a Participant may bring to the Center.  

   Any donation to the Center then becomes the property of the Center and subject to usage or disposal as the Center staff feels is appropriate.

   Destruction of personal property of either the Participants or the Staff is expressly prohibited and will be met with disciplinary action.  If Center property is maliciously destroyed the action will be met with suspension from the center the length of which depending upon the severity of the offense.

   The Center is not liable for personal injuries to those participating in Center activities.  Nor is the Center liable for injuries of one Participant by another Participant. 
   All medication to include Aspirin, Tylenol, Tums, etc. cannot be dispensed to center participants. 

Item 6 - Use of Facility/Equipment
   The Center will be used for Center activities whenever possible, but at times when it is not used as a Senior Center it can be used for rental purposes to supplement the budget.  

   It may also be available for use by other non-profit organizations when scheduling does not interfere with regular programming.  Certain areas of the center with sensitive equipment or materials will not be available for usage by other organizations such as the computer lab, the offices, and the pool room.
   Equipment:  No equipment, furniture, tools, or supplies will be removed from the center without the written permission from staff.  If permission is granted, then said materials will be returned promptly when the purpose for borrowing is finished.  Many items are also available for a small rental fee.
   Exercise Equipment:  Please observe all posted safety rules and regulations.  If assistance is needed a staff member will be glad to help.

   Pool Room:  Center members may bring a guest or ask a visitor to play with him/her.  Out of town guests of a participant and occasional visits by family members are allowed.  Guests cannot play uninvited or alone in the pool room.
Item 7 - Fees
   Membership fees:  $12/year for seniors 55 and older, and $15/year for Associate membership for those 45 – 54 years old.   Membership fees are waived for several reasons.  Check with a staff member for details.
   Class fees must be paid prior to or at the first class.  Fees may be raised as necessary due to yearly inflation.
   Ceramic fees are based upon estimated costs of supplies and electricity used for firing.  

   Art/Craft class fees are based upon supplies used.  

   Sewing/Quilting Room fees: $1.00 per day using center sewing machines/irons, etc.

   Outside Quilting Class fees are set by the instructor.

   Computer fees are set at $25 for members and $30 for non-members per course which last for one month with a total of 8 hours of instruction.  

   Dance Fees:  Admission to Friday and Saturday night dances is $4.00 each for Center members and $5.00 each for non-members which include the cost of snacks.  After 8:30 p.m. the price drops to $2 for members and $3 for non-members.  The New Years Eve Dance is $8 each for members and $10 each for non-members throughout the evening.  For Other/Special dances the price will be posted and may vary.
   Trip fees are based upon gas and maintenance costs or set cost plus an allowance for gas, etc.  Tours with a tour company are arranged occasionally and the cost will include the tour company cost and a small amount to the center to cover time of staff to handle the trip.  Participants are responsible for the cost when they register regardless of attendance unless another person is found to fill their slot.  Trip fees will need to be paid at the time of the registration for the trip, or soon after, to allow definite assurance of attendance and any pre-payments that are needed.

   Lunch fees are set at $3.00 per meal for all members and children 10 years and under, $3.50 for non-member seniors 55 and older and $4.00 for all others.
   All fees are set by staff and/or the Board of Directors and are kept reasonable.  If a financial hardship keeps someone from participating, that person is encouraged to confidentially speak to one of the Directors who may be able to waive the fee or a portion thereof. 
Item 8 – Programs, Activities and Classes
   Center staff will be responsible for all scheduling of programs and use of available space.  Most activities and classes are facilitated by trained volunteers.  Please respect their authority and abide by the posted rules and regulations. 
    Ceramic/Craft Rules:  All pieces of equipment or supplies should be shared by the Participants.  Center equipment is not to be used without supervision of the Center Staff or a trained volunteer.  Equipment and tools are not to be removed from the center without permission of the Directors. 

   There will be a firing fee for greenware purchased outside the Center.  Finished pieces must be picked up when completed.  Items left 30 days beyond firing date will become the property of the Center after the Participant has been notified.

   Sewing/Quilting Class Rules:  The class is staffed by a volunteer.  Each participant brings their own project and materials, including:


Fabric

Pattern
Notions (thread, interfacing, etc.)


Basis sewing supplies:  Scissors, pins, needles, measuring tape, etc.

   Food or liquids of any kind are not allowed into the sewing room.

   We have a few sewing machines for use in the class room.  However, if you have a machine you are familiar with, and are able to bring it, please do so.

   Each participant is responsible for cleaning up their clutter from the sewing room.  Sewing equipment and tools are not to be removed from the center without permission of the Director.
   Computer Room/Class Rules:  The computers are the property of the Center and shall be treated with care at all times.  The staff will ensure that the proper programming is installed to enable students to work on them.  No one will add or delete programming without specific permission of one of the paid staff. 

   Abuse of the equipment will result in suspension from using the equipment.

   Each Participant is responsible for cleaning up their clutter from the computer lab.  

   Food or liquids of any kind are not allowed in the lab. 
   Bingo:  All players must use the cards provided by the Center.  Outside cards are not permitted.  Players may also use up to four cards at any time.  The Caller must verify all winning bingos.

   Shuffleboard:  No powders will be used on the floor.   Ladies will be allowed to start at the end of the point on the side they are playing.  Gentlemen will start at the regular starting place.
Item 9 – Games and Tournaments
   All tournaments will be conducted according to posted tournament rules.  Some events will required prior sign-up or registration.  Prizes will be given for first and second place winners in all tournaments.
   Please respect the volunteers in charge.  Staff members will handle major disagreements and complaints.
Item 10 - Dance Policies

   A weekly dance will be held at the Center each Friday and Saturday evening unless pre-empted by schedule, or inclement weather causes cancellation.  

   Other Dances will be approved or cancelled by the staff in conjunction with the scheduled activities and other uses of the building.  Cost of admission will be posted.
   The cost of the band will be paid from the door proceeds.  The band members and their guests must follow all center policies.
   The standard dress code of the center, (see Item 4) is applicable to all dances with the added restriction of no taps or powder on shoes.
   Seating capacity and arrangement will be in accordance with Fire Safety Code Policy and will be enforced.  After paying for the dance a participant may reserve his/her seat. 
   Any disagreements, disputes or problems should be reported to and handled by the paid employee on duty.

   A band survey (participant voting) will be conducted at least two times a year to evaluate each band.

   Food and beverages are not allowed in the dancing areas during scheduled dances.  At break time the band should be served first.  The band should be back on the stage ready to resume playing in twenty (20) minutes.

Item 11 - Lunch Time Policy

   From 11:00 to 11:15 a.m. all frail or disabled persons will be seated for lunch.  A staff person (paid or volunteer) will take your money, sign you in, and bring your complete meal (drink, plate, salad, and dessert).  Each person served at this time will remain seated in the area reserved for disabled to speed service, prevent spills, and accidents.  Leave trays at the table when finished.

   Any other participant other than frail and disabled needing to eat early must first have the cashier’s approval and follow all the guidelines above.

   At 11:15 a.m. we will have announcements and a blessing then all other participants will pay the cashier and proceed through the serving line.  After paying for a meal a participant may designate his/her seat before proceeding through the line.

   Lunch will be served until 1:00 pm.  All diners, other than frail and disabled will place their own trays in the window or on the cart before leaving the dining room.  

Item 12 - Temperature Control

   The thermostats will be adjusted only by paid staff persons, not by Participants.  If you find the temperature uncomfortable please let a paid staff person know.  Please remember we have a great deal of people in the building, doing a great deal of different activities, so if you tend to chill easily please bring a sweater with you.

   The fans in the Assembly room are designed to move the air about and equalize the temperature.  They are not to be turned off by participants.  Any regulating of them will be done by a paid staff person only.

   No blocking of air vents by stuffing materials into them will be allowed.  This can cause a fire hazard and endanger lives.  Should the air need to be redirected the staff should be notified and a redirection made which is visible and removable.

Item 13 - Transportation Rules

   Trips:  All trips scheduled by the Center are to be posted in the Trip book and the Trip Board.  Information will be in the book about the trip and to register for the trip sign the appropriate sheet in the book.  ALL TRIPS FEES WILL BE PAID AT SIGN-UP.     

   All trips are first come first served unless it is a specific trip for a specific group such as the chorus.  Naturally, all Participants have first priority on seats for a trip.  If a non-participant (underage) is signed up, and a participant wishes to go, the non-participant must relinquish the seat in favor of the participant.

   Trips may be cancelled from lack of attendance.  No trip scheduled for participants will continue for the seven-passenger van with less than four persons and for the 14-passenger van with less than seven.  Trips may be scheduled with less only for Center business trips or by special permission.

   All policies of the Center listed in this handbook extend to Center sponsored trips and outings.  Any refreshments or clutter will be the responsibility of the Participants to clear before they leave the vans.

   The driver of the van is responsible for checking out the van prior to the trip and ensuring there is enough gas for the trip.

   Seat Belts:  Participants are required to wear their seat belts at all times when riding in the vans.  Any person refusing to wear one will not be allowed to ride.  If for some reason your seat belt is not working, please let the driver know before he pulls off.

  Drivers:  All drivers must have a valid driver’s license, and be listed on the list of drivers registered with the insurance company.  This requires that they must not have a record of traffic violations.  They must use their eyeglasses if so stated on their license.  They must obey the speed limit at all times.
   Servicing:  All drivers are requested to inform the staff immediately when service is needed on the vans.  Drivers are required to fill out the Log Sheet when the vans are used. 

   When there is a mechanical problem with a van the staff must be notified as soon as possible.  The vehicle will be taken out of commission until the problem is corrected.  SAFETY MUST BE OUR NUMBER ONE PRIORITY.
   Regular Transit to and from the Center:  The Center will not be able to transport people from their homes and bring them to the Center or back home again.  We have an agreement to help with the cost from Clarksville Transit, Clarksville Para-transit, and Mid-Cumberland Transit to provide these services.
Item 14 – Emergency/Safety Plan
   Fire Safety and Emergency evacuations:


1.  Evacuate building through the closest, clear exit.


2.  Go to the grass area in front of the building closest to Clark St.


3.  Wait until your name has been checked off the “Daily Sign-in Sheet” before 

     leaving the area.

 Lightning Safety:


1.  Stay away from
windows and water pipes.

2.  Avoid telephones and electrical devices.


3.  Unplug sensitive electrical devices.

   Natural Disasters:  The Center is a designated Red Cross Emergency Shelter with several staff members trained as “shelter managers”.  All regularly scheduled programs and activities will be canceled when the building is used in this manner.
Item 15 – Volunteering Policies

   Anyone 18 or older who desires to volunteer at the ATSC must fill out an application and pass a comprehensive criminal background check. Center staff will provide orientation and training as well as help with a satisfactory placement and scheduling.  
   For detailed information see the “Personnel Policies and Procedures Manual”, Section V, Policies Number 5.3 and 5.3 A.
I have received my copy of the 2008 revision of the Standard Operating Policies.


_____________________________________________________


Name


___________________________________


Date
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