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Introduction 
The Department of Recreation and Wellness is diverse and each unit offers unique experiences to our 
students, faculty, staff, and sometimes to the general public.  The different employment areas in 
RecWell are shown below.  Specific training to your job will be provided by your unit.  The purpose of 
this manual is to define specific policies and procedures for UallU RecWell staff.   
 
Your complete training to your position consists of two training manuals: 
 

1. URecWell Employee Manual.U This manual will explain the core policies and procedures for all 
RecWell staff along with important emergency readiness knowledge. 

2. UIndividual Unit’s Manual.U  This is your specific manual on the job duties, responsibilities, 
expectations, etc. 

Employment Areas  
Eco Adventure 

• Osprey Challenge Course 
• Gear Checkout 
• Eco Ranger 
• Environmental Education Rangers 
• Waterfront Lifeguards 

 
Field House / Intramurals 

• Desk Attendant 
• Intramurals Staff 
• Special Event Staff 

 
Student Wellness Complex 

• Member Services 
• Health Promotions 

o Ogier Gardens 
o Healthy Ambassadors 
o Paul Shirley Assessment Center 
o Dietician 

• Building Operators 
• Osprey Cliff 
• Recreation Office: 

o Recreation Office Staff 
o Summer Camp Counselors & Lifeguards 

• Dottie Dorion Fitness Center 
o Fitness Trainers 
o Personal Trainers 
o Group Fitness 
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RecWell Employee Policies and Procedures 
 

 
New-Hire Probationary Period 
 
• All staff will be hired under a probationary period.  The “probation” will be defined by your 

supervisor and is within the period of your first semester of work.  During this time, the staff will 
be evaluated.  Upon receiving a “passing” evaluation, the employee will remain employed.  If 
the employee does not pass, the employee’s employment will be ‘suspended’. 

 
Semester Employment 
 
• All part-time staff members are employed on a semester basis.  Employees are expected to 

honor their job commitment for the entire semester.  The manager decides if a staff member’s 
employment will be renewed for the following semester. 

Attitude  
 
• The most important characteristic of a successful RecWell employee is his/her attitude towards 

the job responsibility and towards the participants.  All employees should exhibit a positive 
attitude, a high level of enthusiasm, and a genuine interest in each participant’s safety, health, 
wellness, and enjoyment of our programming.  Your dealings with our patrons and co-workers 
should always be professional.   

Respect toward Management 
 
• You will be expected to give respect to management in ALL areas of RecWell.  Any occurrences 

of disrespect could result in disciplinary action. 

Dress Code 
 

• Every employee is expected to present a clean, well-groomed appearance.  
• Many units provide staff members with a shirt or other uniform items relating to the position. 

Wear your staff uniform as listed in your unit’s training manual.  
• Your appearance represents the department of Recreation, Student Affairs and the University of 

North Florida; therefore, employees observed wearing their uniform (or any other apparel that 
represents UNF Campus Rec) at events or places that reflect poorly on the department will 
result in disciplinary action. 
 

Drugs, Alcohol, Tobacco 
 

• As an employee of the Department of Recreation, you are NOT allowed at any time to possess 
any drugs, alcohol, or tobacco while you are at work. Nor are you allowed to be under the 



4 
 

influence of any drugs, alcohol, or tobacco while you are at work. Note: being "under the 
influence" also includes being hungover.  

• Being under the influence of any of these while at work is unsafe and you will not be able to 
perform your best. If you are caught with any of these, you will be sent home and disciplinary 
action will follow. UViolation of this policy is grounds for terminationU.  

 
 

University Property 
 

• The use of University property or equipment for personal reasons is not appropriate. This 
include the use of University computers unrelated to University business; the use of University 
copiers, fax machines, postage service etc. for personal items; the use of tools, furniture, or any 
other University facilities or equipment for purposes unrelated to business necessity. 
Inappropriate use of University property may result in disciplinary action.  

• Uniform & Key: 
1. If you are issued a UNF Intelikey, you are responsible for the key.  If it is lost, stolen, or if 

you do not return it upon completion of your employment, your final paycheck may be 
withheld.  

2. If your unit issues staff uniforms, you will be required to turn it in upon completion of 
your employment. 

 
Harassment Policy 

 
• The University of North Florida is committed to providing an inclusive and welcoming 

environment for all who interact in our community.  In building this environment, we strive to 
attract students, faculty and staff from a variety of cultures, backgrounds and life 
experiences.  In furtherance of the university’s diversity initiatives and focus toward 
inclusiveness, it is expected that all in the university community will appreciate and respect the 
dignity, individuality, and the uniqueness of our individual community members.  It is also 
expected that we will maintain an environment conducive to the pursuit of educational, 
scholarly, and career interests, where both the distinctiveness of each person’s experience and 
the common humanity that unites us all will be recognized.  This will allow us to take full 
educational advantage of the variety of talents, backgrounds, and perspectives of those who 
study and work at the university. 

• The university is equally committed to ensuring that educational and employment decisions, 
including but not limited to recruitment, admission, hiring, compensation and promotion, are 
based on the qualifications, skills and abilities of those desiring to work, study and participate in 
our university community. 

• To accomplish the intent of this regulation, the university shall not commit or permit 
discrimination or discriminatory harassment on the basis of race, color, religion, age, sex 
(inclusive of Title IX), disability, gender identity/expression, sexual orientation, marital status, 
national origin or veteran status in any educational, employment, social or recreational program 
or activity offered by the university.  Similarly, the university will not commit or permit 
retaliation against an individual who complains of discrimination or harassment or an individual 
who cooperates in an investigation of an alleged violation of this regulation. 
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Sexual Misconduct Policy 

 
• The University of North Florida is committed to providing all members of the University 

community, including students, faculty, staff, vendors, visitors, or others, an environment where 
they can work, study, and interact with each other free from any form of sexual misconduct.0T 0T  

• For the purposes of this regulation, sexual misconduct is defined as unwelcome sexual advances, 
requests for sexual favors, or other verbal (including written and electronic communications) or 
physical conduct of a sexual nature from any person when:  

1. Submission to such conduct or request is made either explicitly or implicitly a term or 
condition of a student's status in a course, program, or activity; or of academic 
achievement; 

2. Submission to such conduct or request is made either explicitly or implicitly a term or 
condition of an individual's employment, salary increase, position advancement, or 
other employment-related benefits;  

3. Submission to or rejection of such conduct or request by an individual is used as the 
basis for an academic decision or employment decision affecting such individuals;  

4. Such conduct is sufficiently serious (i.e., severe, persistent or pervasive) to deny or limit 
a student’s ability to participate in or benefit from the University’s educational 
programs or activities or such conduct is sufficiently severe or pervasive so as to alter 
the conditions of, or have the purpose and effect of substantially interfering with, a 
faculty or staff member’s employment by creating an intimidating, hostile or offensive 
working environment.  

• In determining whether alleged conduct constitutes sexual misconduct in violation of this 
regulation, the conduct will be evaluated from the perspective of a reasonable person in the 
alleged victim’s position considering the totality of the circumstances, such as the nature of the 
alleged conduct and the context in which the alleged conduct occurred. Accordingly, 
consideration will be given to free speech and academic freedom within an academic context. 
For example, expression that is intended to facilitate discourse or debate in a classroom setting 
or open debate forum may be considered appropriate, but similar expression in the workplace 
may be unwelcome and inappropriate in the context of communications between employees.  

• All members of the University community are responsible for ensuring that their conduct does 
not sexually harass any other member of the University community. This same responsibility 
extends to, vendors, contractors (including the employees of third parties), visitors, or others on 
the University’s campus or at any University sponsored or University related function or activity.  

• UREPORTING POSSIBLE HARASSMENTU:  Staff members that may have observed or experienced 
sexual misconduct in the workplace should report to one of the persons/offices listed below.  
This reporting will be confidentially handled. 

1. Your immediate supervisor 
2. Heather Kite, Associate Director Operations 
3. Jim Baur, Associate Director RecWell 
4. Ashley Ballard, RecWell Director 
5. Everett Malcolm, Associate Vice President for Student Affairs.  Office: Building 58E, 

Student Affairs office suite.  
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Worker’s Compensation 
 
If an employee is injured during their working hours, they may qualify for worker’s compensation.  If 
this happens to you: 
 

• An incident report documenting the injury needs to be completed by a staff member 
o An additional form called “Report an Accident” also needs to be completed. 
o Note: both of these forms are referenced in this manual in the Incident Reporting 

process. 
• The injury should be reported to your immediate supervisor as soon as possible. 
• If the injury requires immediate emergency medical treatment, follow the Emergency Action 

Plan procedures for your area, which will include calling 911.  This is our notification to 
University Police for EMS.  You may be transported to the nearest medical facility.  Once 
your supervisor is informed of the incident, they will call the worker’s compensation 
organization to report the incident. 

• See Appendix A for UNF’s detailed Worker’s Compensation information. 
 
Payroll 

 
• Submit your work hours by logging into your MyWings account. Once you’ve opened your time 

sheet, you will submit how many hours you worked on the given day that you worked.   
• Each unit has a unique method for clocking in/out for shifts.  Specific policies will be addressed 

in your unit’s employee manual. 
• Department policy is to submit your time sheet(s) by Friday at 10am every other week. Failure 

to meet this deadline may result in a delay in your pay. 
• Falsely submitting time on your time sheet will result in disciplinary action and is grounds for 

termination.  
 

Certifications 
 

• ALL Recreation employees must be First Aid/CPR/AED certified in order to be able to work. The 
department will provide opportunities at the beginning of each semesters for certification.  

 
Staff Meetings/Trainings 

 
• All staff meetings/trainings are required, held on a regular basis, and are paid time. You will be 

notified in advance of upcoming dates.  
• Absence of meetings or trainings will result in disciplinary action  
 
Discipline Policy 

 
• All RecWell employees are subject to the following discipline policies. Disciplinary actions will be 

handled by the professional staff. Recreation uses a “three-strike” policy. Each incident will be 
discussed with the employee in private and kept strictly confidential.  
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STRIKE ONE  

• The first strike will result in written documentation, verbal warning/acknowledgment and a 
meeting with the supervisor. This documentation will be placed in the employee’s personal file. 
All first strike offenses are subject to discipline which may include dismissal.  
 
STRIKE TWO  

• The second strike will result in a written warning, possible suspension of shifts and/or probation. 
The documentation will be placed in the employee’s personal file. All second strike offenses are 
subject to discipline which may include dismissal.  
 
STRIKE THREE  

• The third strike will result in a written suspension notice. If this occurs, you will be asked to 
leave work until further notice. 

 
 
Inappropriate Behavior: grounds for discipline, up to dismissal 
 
• Prejudicial/discriminatory behavior; harassment of any kind 
• Failure to enforce policies  
• No shows (work shift, staff meeting, & training)  
• Not informing a supervisor of a substitute need and leaving a shift uncovered. 
• Unexcused absence from work. 
• Persistent tardiness. 
• Missing a mandatory meeting without prior notification to a supervisor. 
• Poor attitude. 
• Failure to provide adequate surveillance of users. 
• Creating a disruption to staff unity and morale. 
• Failure to provide a safe environment. 
• Your unit may include additional grounds. 

Grounds for Immediate Dismissal 

• Theft  
• Vandalism  
• Intoxication  
• Use of alcohol, or illicit drugs while on duty  
• Insubordination  
• Trespassing  
• Disrespectful conduct toward your direct management team or any other area of the Recreation 

Department. 
• Sleeping while on duty (head on desk is considered sleeping). 
• Recording false information on the time sheet or time card. 
• Charged or conviction of a student conduct violation. 
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• Other as deemed necessary by management; your unit may include additional grounds. 
 

Employee Expectations 
 
• Demonstrate personal responsibility through: 

o Being on time to your shift, dressed appropriately in the assigned staff uniform. 
o Following your unit’s “time card” procedures each shift and submitting your MyWings 

timesheet by the due-date. 
• Demonstrate time management, communication, and organizational skills through: 

o Attending scheduled staff meetings and training sessions. 
o Taking responsibility for your assigned shifts and following your unit’s policy for covering 

shifts. 
o Reading emails from your supervisor and responding (if necessary) in a timely manner. 

• Demonstrate your professionalism by: 
o Following the rules (employee policies).  To follow them, you need to know them.  If you 

know what to do and you don’t do it, you are in the wrong.  Take responsibility when 
you are called out and show that you can change and do better. 

o Knowing your job (procedures).  Performance counts.  Make a mistake once and learn 
from it.  Repeat mistakes are evidence of ignorance and carelessness and staff discipline 
actions may be taken.   

o Using positive language (no profanity) and discussion in the workplace (avoid negative 
talk about work or co-workers; avoid controversial topics). 

o Be a team player.  Be courteous, respectful, and have an overall positive attitude with 
your staff team. 

 
Job Specific Training 

 
• Your job specific training will be completed with your unit supervisor and staff team. 
 
 

--This portion is intentionally left blank-- 
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RecWell Emergency Readiness Training 

As an employee of RecWell, one of your job responsibilities is to be ready to respond to an 
emergency in accordance with department procedures.  The purpose of this Emergency 
Readiness Training is to inform and educate you on the knowledge and skills necessary to be 
ready to respond to an emergency during your shift. 

UAfter reviewing this information, you will be able to:  

• First Aid/CPR 
o Understand the requirements of RecWell employees 
o Know to the importance of learning the locations of your department’s first aid 

and AED equipment 
• Incident Reports 

o Know how to, when to, and why it is necessary to complete an incident report 
o Who to submit the incident report to 
o Know the location of your department’s incident report form 

• Emergency Action Plan 
o Understand the EAP process from recognizing there is a problem through 

completing the incident report 
o Know where your department’s chain of command phone list is posted and 

when it is required to call your supervisor 
o Know how to handle media inquiries 

FIRST AID/CPR 

Requirements of RecWell Employees 

• RecWell employees are required to be currently certified in CPR/AED and First Aid. 
• For your convenience, CPR/AED/First Aid classes are scheduled each semester for 

RecWell employees.  These classes are offered free of charge and your participation is 
paid time.  Consider it an assigned shift once you sign up. 

• To register for a class, see your supervisor.  Certification classes are generally scheduled 
within the first 8 weeks of each semester.  Your supervisor will have sign up information. 

• If you need to be certified but you are unable to attend any of the classes listed, you 
must enroll in a class held elsewhere.  Other places that offer classes are: UNF Health 
Promotions (620-1570) and the American Red Cross (751 Riverside Ave., 358-8091).  It is 
your responsibility to register for these classes. If taking one of the Red Cross courses, 
you will need to pay a registration fee.  

• About two weeks after you complete your training, your certification will be available. 
Certificates are sent out in digital format directly to your email address provided during 
training.  Copies are also sent to your supervisor. 
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• QUESTIONS? Any questions about RecWell CPR/AED and First Aid certification training 
can be addressed to Heather Kite, 31Thkite@unf.edu31T.  

Location of your Department’s First Aid and AED Equipment 

• Each unit has red folder titled EAP Reference Manual.  This details supplies available and 
specific emergency action plans.  Your supervisor will include this in your position 
training.  The Student Wellness Complex Manual includes all safety information facility 
staff need to know. 

• Access to emergency equipment like first aid supplies and an AED is critical.  Your 
department should, at minimum, have the below pieces of equipment available to staff 
members for use in an emergency.   
• AED 
• First Aid kit 
• Other: like access to ice 

• Each staff member should know: 
• where this equipment is located 
• the procedure is for reporting damaged equipment or low supplies 

 
INCIDENT REPORTS 

An incident report is a document that records an incident, care provided and by whom, and the 
victim’s information, etc.  It is an important historical document of the incident that occurred.  
It can be requested and used as a legal document if an investigation is opened regarding an 
incident.  All staff members should know the below information about incident reports: 

How to complete an incident report 

• Review the Incident Reporting Process.  See Appendix B 
• Review a sample incident report to learn how to complete one fully and correctly. See 

Appendix C 
• An additional form, called Report an Accident, needs to be filled out for any incident that 

occurs to a RecWell employee during their working hours.  This form is related to filing for 
worker’s comp.  See Appendix D.  

When to complete an incident report 

• Any time care is given, an incident report should be completed. 

mailto:hkite@unf.edu
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• To ensure the most accurate information is recorded, an incident report should be 
completed at the time the incident occurs as long as it does not interfere with care of the 
victim. 

Who the incident report should be turned in to  

• UThe completed incident report should be turned in to your direct supervisorU.  Ultimately, 
the Director of RecWell, Ashley Ballard, and the office of Environmental Health and Safety 
are sent incident reports for RecWell.  

Why it is necessary to complete an incident report 

• An incident report is a record of the incident with many important details and, as 
referenced above, can serve as a legal document.   

Where department incident report forms are located 

• Each department should have a file location of blank incident reports that all staff can 
access quickly in the event of an emergency care situation.  Learn where you department 
forms are located. 

• An additional form, called Report an Accident, needs to be filled out for any incident that 
occurs to a RecWell employee during their working hours.  This form is related to filing for 
worker’s comp.  This should be kept with or near your unit’s incident report forms.  

 
EMERGENCY ACTION PLAN 

Understanding the EAP 

• Each unit has an EAP Reference Manual for their area.  This manual includes the location of 
first aid and safety supplies for your area, in addition to specific chain of command and 
Emergency Action Plans.  This manual should be part of your training for your job. 

• Review the Emergency Action Plan flow chart (Appendix E).  Talk through at least one of 
each scenario: 
• A scenario that involves 911 being called  
• A scenario that involves an incident report to be written, but is not so severe that 911 

needs to be called. 

Chain of Command 

• Each department has a chain of command phone list (see Appendix F) that shows the 
order of supervisors that should be contacted in the event of an emergency. The phone 
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list should be centrally located and accessible to all staff members in the event of an 
emergency. Each staff member should know: 

o Where this phone list is located 
o Why your supervisor needs to be called 
o When to call them 

• Why:  Supervisors need to be informed of emergencies that occur when they are not 
present.  Discuss the conditions that your supervisor expects to be called.  For example:  
Does your supervisor expect to be notified if a non-emergency first aid incident happens 
while they are not there? 

• When:  Discuss the conditions that your supervisor expects to be called.  For example, all 
areas share this standard: If 911/UPD is called for an emergency in your area, the chain 
of command UmustU be called. 

• Note: These numbers are for internal use.  Personal cell or home phone numbers should 
never be given to a non-RecWell person without permission. 

Conclusion 

• While you may work your full college career in RecWell and never be on duty to respond to 
an emergency, the take-away from this training is to understand that an incident or 
emergency can happen at any time.  Will you be ready?  This concludes the Emergency 
Readiness Training portion pertaining to job knowledge.   
 

• UFollow-up for Staff MembersU:  Each staff member is responsible for obtaining and 
maintaining current CPR/AED and First Aid certification to satisfy the skill portion of 
Emergency Readiness Training.  Turn in your current certification to your supervisor or ask 
about the next training opportunity. 

 
• UFollow-up for Area SupervisorsU:  This information should be reviewed on a regular staff 

training basis to ensure knowledge retention.  The EAP Reference Manual should still be 
part of your staff training for specific emergency procedures for your area. 

 

Reminder! If not done already, sign the Employee Agreement (Appendix G) to document completion of 
this orientation training. 



 

 

University of North Florida 
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Workers' Compensation

As of January 1, 2014, AmeriSys, has assumed responsibility for handling workers' compensation claims for the University 
of North Florida. All injuries must be reported to AmeriSys regardless if medical treatment was sought. Employees
contacting AmeriSys will speak directly with a nurse case manager who will complete a first report of injury, and direct the 
employee to the nearest medical facility to seek treatment, if necessary.  You will be asked for a location code when you 
call in the injury - UNF's location code is 0262.  AmeriSys is available 24/7/365.

AmeriSys will provide copies of all doctor's notes directly to the Office of Human Resources. 
The Office of Human Resources will work with the department and injured employee in the event the injury prevents 
the employee from returning to work, or causes specific functional limitations. 
The injured employee should forward any receipts and/or bills received directly to the Office of Human Resources.

All employees should familiarize themselves with the steps to take in the event of a work-related injury:

Injury requiring immediate, emergency medical treatment
In the event of a medical emergency, transport the injured employee to the nearest medical facility or call campus police for 
assistance. The injured employee's supervisor must contact AmeriSys at (800) 455-2079 immediately following the 
arrangement of emergency medical services. 

Injury requiring non-emergency medical treatment:
In the event that an injury does not constitute a medical emergency but does require some degree of medical treatment, the 
injured employee must immediately notify his or her supervisor and then contact AmeriSys at (800) 455-2079 to report the
injury. AmeriSys will direct the injured employee to the appropriate medical facility to receive treatment. 

Injury requiring no medical treatment:
In the event of an injury that does not require any medical treatment, the injured employee must immediately notify his or 
her supervisor and then contact AmeriSys at (800) 455-2079 to report the injury. All injuries must be reported to AmeriSys, 
regardless if medical treatment is sought.

Important: Please visit UNF's Environmental Health and Safety website to complete an accident investigation form
following any injury.  

If you have any additional questions regarding workers' compensation procedures, please contact the Office of 
Human Resources at (904) 620-2903.

Page 1 of 1UNF - Human Resources - Workers' Compensation

7/15/2015http://www.unf.edu/hr/Workers__Compensation.aspx

Appendix A



Incident Reporting Process 
Including Possible Employee Injury 

 

Injury Happens

• RecWell staff member recognized emergency / injury and acts
• Care provided

Incident Report

• Incident report completed
• Call chain of command IF: UPD or 911 was called, incident involved a 

RecWell employee.
• Incident report given to direct supervisor for review

Employee Injury

•Emergency: call 911 (UPD) for transport to nearest medical facility.  Supervisor contacts AmeriSys
•Non-Emergency, medical: notify supervisor, contact AmeriSys for direction to appropriate medical 
facility

•Non-medical: notify supervisor, contact AmeriSys to report injury
•AmeriSys: 800-455-2079.  UNF's location code is 0262

Report an 
Accident

•Complete the Report an Accident form (located with your incident report forms) for all 
employee-related injuries.

•Submit form to supervisor.
•END EMPLOYEE RESPONSIBILITY.

Supervisor: 
Reports Injury

•Supervisor reviews incident report and corrects any hazards immediately.
•Incident is reported to Ashley, Heather via email based on "seriousness": medical attention, 
perceived negligence, possible legal ramifications, possible media ramifications, employee injury.

•Non-serious incidents are filed.
•NOTE: All incident reports are emailed to Ashley for reporting, regardless of severity.
•Supervisor submits Report an Accident form to Heather Kite for processing with EH&S.

Heather:
EHS online form

•Heather logs incident via EHS online form: 
http://www.unf.edu/ehs/Report_an_Accident.aspx  

•If incident involves injury to RecWell employee, Heather contacts Jennifer Neidhart in Human 
Resources to follow Workers Comp protocol.

Appendix B 



UNIVERSITY OF NORTH FLORIDA 
RecWell Incident Report 

 
Student Name:  UJohn Smith          U N# U00012345        UAge:   U19      

If Non-Student, Name:_______________________ Guardian (if under 18)____________________________ 
Address, City, State: UX dorm Jacksonville, FL   U Zip:_U32224   U_________________________ 

Phone Number: U321-123-4567U  

Date & Time of Incident: USeptember 20, 2013, 7:20 pm 

Location of Incident (Building & Room #): UStudent Wellness, 2UPU

nd
UPU floor fitness 

Detailed Description of the Incident:       
 
 
John was moving weight plates in a stack and a 40 lb. weight fell on his 
foot, mostly his big toe.  He could feel it bleeding in his shoe.  He took off his 
shoe and sock – the big toe nail was split. 

 
Care Provided (and by whom): 
 
Suzy staff member got gauze to clean his toe and stop the bleeding; then she 
gave him ice for the pain. 

 
Was patron advised to seek professional medical attention? __x__ Yes*  ____ No  _____ N/A 

 *If “YES”, victim or guardian must initial that they acknowledge advised attention: __UJSU___ 

Campus police notified? ______ Yes _x___ No 

NOTES: 1. UNF Students can go to Student Health Services, Mon – Fri 8 am – 5 pm for follow-up care of 
Unon-life-threateningU issues.  U2.U If UPD is called, a call up the chain of command is required. U3.U If incident 
is injury to Campus Rec employee during their shift, call chain of command & complete “Report an 
Accident” form with this incident report. 
 

      Witness statement on back:  _x____ Yes  ______N/A 

1. Name UJohnny staff memberU  Affiliation: UFitness staff UPhone: U904-123-4567 

2. Name __________________  Affiliation: ___________________Phone: _________________________ 

      Sample completed on back:  _____ Yes  __x____N/A 

 

Employee PRINT: USuzy staff memberU  Date U9/20/13 

Employee Signature: USuzy staff memberU

WITNESS INFO 

SAMPLE INFO – for sudden illness or 
if unconsciousness is possible. 

Turn in form to Supervisor. 

Appendix C 



UNIVERSITY OF NORTH FLORIDA 
RecWell Incident Report 

 
 

 

Witness statement is to be recorded by a Campus Recreation staff member.  Be sure to encourage the 

witness to only report the facts that they observed and to refrain from any speculations or opinions. 

Ask each witness: What did you see / what happened?  

Witness #1          

       

      

Witness #2 

 

 

 

   

 

Signs & symptoms 
What happened? 
Where do you feel any pain or discomfort?  
Do you have any numbness or loss of sensation?  Y / N  If so, where?  
Allergies 
Do you have any allergies to medications, food, etc?  
If so, what type of reactions do you have if exposed?  
Medications 
Are you currently taking any medications?  
Have you taken any in the last 12 hours?  
UPertinentU past medical history 
Have you experienced any recent falls, accident or blows to the head?  
Have you had a recent surgical or medical procedure?  
Last oral intake 
When did you last eat or drink?  
What did you eat or drink? 
Events leading up to the incident 
What were you doing before the incident occurred? 
What were you doing when the incident occurred? 
 

WITNESS STATEMENTS 

S.A.M.P.L.E. – complete for illness or if unconsciousness is possible  



Report an Accident: Complete this form for any 
incident report documenting a staff-related 
accident/injury during working hours. 

URecWell EmployeUe: complete this at the time of injury, after care is provided and the incident report is 
completed.  Submit to your supervisor immediately.  USupervisorU: Complete your portion of this form and 
submit to Heather Kite, 30TUhkite@unf.eduU30T, 620-1561, within 24 hours of the staff-related accident/injury. 

Name of Injured  
Date of accident  
Time of accident  
Location of accident  
Department RecWell 
Job Title  
Length of experience on job  
Nature of injury type and part of the body affected: 
 
 
 
Describe the accident and how it occurred: 
Including exactly what, where, and how the accident happened.  Describe the equipment or materials 
involved. 
 
 
 
 
Cause of the accident: 
Describe all the conditions or acts which contributed to the accident, e.g.  

a) Unsafe conditions – spills, grease on floor, poor housekeeping or other physical conditions. 
b) Unsafe acts – unsafe work practices such as failure to warn, failure to use required personal 

protective equipment. 
 
 
 
 
Was personal protective 
equipment required? 

Yes / No 

Please list any witnesses 
(name, address, phone) 

 
 
 
 

Sign below & submit this form to your direct supervisor. 
Employee Name (printed):                                                                      Date:  
 
Employee Name (signed):    
 
Write your supervisor’s name that this form is turned in to:                                                    

 
 

Em
pl

oy
ee

: C
om

pl
et

e 
th

is 
se

ct
io

n 

Appendix D 
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Report an Accident: Complete this form for any 
incident report documenting a staff-related 
accident/injury during working hours. 

Supervisor:  
1. Review the above information completed by your staff member for accuracy & completion.  
2. Complete the remaining information & submit this form to Heather Kite. 

 
Was any safety training provided to the injured related to the work activity being performed? 
If no, please explain. 
 
 
 
What interim corrective measures are in place to prevent recurrence? 
 
 
 
 
What permanent corrective measures are recommended to prevent recurrence? 
 
 
 
 
 
Supervisor name & date:  
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UNF Recreation and Wellness 
General Emergency Action Plan

Staff Member
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Return to Work?

Find replacement?

Provide care

Incident or Emergency Situation

Staff Member Calls For Other Staff Assistance. Start 

Staff Member Recognizes Emergency and Acts

Staff Member Contacts Victim

Assess Victim's Condition

Is Victim OK?

EMS needed?

Complete Report

Call UNF Police‐911 Victim Release

Complete Report

Police Contacts EMS and  
Responds to Scene Cont. Care for Victim

Time off needed?

EMS Takes Over

Equipment Checked and Replaced

Corrective Action Taken if Necessary

Chain of Command Notified

Victim's Family Notified

Witness Interviewed

Post‐crisis counselling for staff needed?

Return to Work

Is victim a 
Campus Rec 
employee on 
duty?

No Yes

complete 
"Report an 
Accident" form 
for workers 
comp
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UNF Student Wellness Complex, Member Services 
CHAIN OF COMMAND PHONE LIST 

In the event if an emergency, contact the following person(s) in the order listed 

*NOTE: WHEN LEAVING MESSAGES, GIVE YOUR NAME AND A BRIEF 
EXPLANATION OF THE EMERGENCY. 

1. Beth Harrell, Facility Coordinator.  (C) 904-252-5406  (W) x5052 
 If not available, Leave a message* and call: 

2. Heather Kite, Associate Dir. of Rec. Operations.  (C) 904-415-0367  (W) 1561 
 If not available, Leave a message* and call: 
 
3. Jim Baur, Associate Director of Recreation.  (C)716-3095  (W) x1551 
 If not available, Leave a message* and call: 
 
4. Ashley Ballard, Director of RecWell.  (C) 434-2184  (W) x1571 
 If not available, Leave a message* and call: 
 
5. Everett Malcolm, Associate Vice President of Student Affairs 
 If not available, Leave a message*: 
 (C) 707-1908 (H) 821-0797 (W) x2600 

  

If local media shows up, call: 

 Joanna Norris, Director of Media Relations. (C) 534-6926 (W) x2102 

    

Recreation staff members Uare not authorizedU to make comments to any media 
(including campus media like the Spinnaker).  Media should be directed to the 
Director of Media Relations. 
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Recreation and Wellness 
Employee Agreement:  
New Hire Orientation  
Student employees serve a vital role in the daily operations of the Department of Recreation and 
Wellness.  Many patrons evaluate their experience based on interactions they have with the staff.  
Therefore, it is critical that the staff carry out their duties with the utmost efficiency and courtesy.  A 
RecWell staff member must be a responsible, well-trained individual who is eager to offer assistance to 
participants by influencing a healthy lifestyle. 

 

I have completed the new hire orientation process, received the RecWell Employee Manual 
and understand that: 

• RecWell has a probationary period for new-hired staff.   
• Employment is on a semester basis. 
• Possession of or use of drugs, alcohol, tobacco will not be tolerated of staff members at work. 
• Behaviors of discrimination or harassment of any kind will not be tolerated. 
• I am responsible for returning any issued staff uniforms or equipment, including keys, to my 

supervisor upon my last date of work.  Failure to do so may result in a $40 fine or a delay in 
receiving my final paycheck. 

• I am responsible to submit my payroll on time.  Failure to do so may result in a delay in receiving 
my pay. 

• I need to be certified in First Aid/CPR/AED.  If I am currently certified, I need to submit proof to 
my supervisor.  If I am not currently certified, I need to attend one of the training courses 
offered each semester to Recwell employees. 

• My specific job training will continue with my direct supervisor and staff team. 

 

Agreement 
I attest that I have thoroughly read and understand these policies referred to above from the RecWell 

Employee Manual.  I agree to uphold all rules, policies, and procedures.  I understand that failure to do so 
may result in my dismissal from the staff. 

Print Name:  ______________________________ Unit: __________________________________ 
(or supervisor’s name)  

 

Signature:  _______________________________ Date: __________________________________ 
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