NATA Board of Certification Status / State of Florida Licensure:

· All full-time staff and graduate assistant athletic trainers must maintain certification and continuing education requirements of the National Athletic Trainers’ Association (NATA) at all times.

· All full-time staff and graduate assistant athletic trainers must maintain license requirements of the State of Florida at all times.

· Individuals not in compliance with NATABOC certification and/or State of Florida licensure requirements may be subject to disciplinary action as outlined in the Discipline Action Policy, including, but not limited to termination of the individual’s contract and/or graduate assistantship.

Full-Time Staff Attendance  // Vacation / Leave Policy:

· Full-time staff members must be in attendance in accordance with University and Athletics Departments regulations.

· All requests for leave (sick, personal, vacation, etc.) must be processed in writing through the Head Athletic Trainer in accordance with University and Athletics Department regulations.

· Except for emergencies, all requests for leave should be submitted in writing at least two (2) weeks in advance.

· UCF Sports Medicine activities take precedence over all outside employment and athletic training activities.

· Staff members are responsible for arranging for coverage of their responsibilities.

Graduate Assistant Athletic Trainer Attendance:

· Graduate assistant athletic trainers must be in attendance during their assigned sport’s competitive season during all of the team’s practices, competitions, full-team strength and conditioning sessions, etc.

· Graduate assistant athletic trainers must be in attendance during their assigned sport’s off-season from 1:00pm to 5:00pm (8:00am – 12:00pm for men’s soccer athletic trainer) on a daily basis, and as assigned by the Head Athletic Trainer.

· Graduate assistant athletic trainers are required to be in attendance during the summer as determined by the Head Athletic Trainer. 

· Graduate assistant athletic trainers are encouraged to keep class conflicts to a minimum.

· Instances in which a 2nd year graduate assistant and a 1st year graduate assistant are enrolled in the same class and a class conflict exists, the 2nd year graduate assistant takes precedence in remaining enrolled in the class.  

· Graduate assistant athletic trainers are responsible for arranging for coverage of their responsibilities in the event of a class conflict.

· UCF Sports Medicine activities take precedence over all outside employment and athletic training activities.

· All requests for leave (sick, personal, vacation, etc.) must be processed in writing through the Head Athletic Trainer at least two (2) weeks in advance (except for emergencies).

New Employee Orientation Procedures:

The following responsibilities are to be completed in order to assist in the orientation of new staff members to the University of Central Florida and the Orlando area.  

	ORIENTATION RESPONSIBILITY
	PERSON RESPONSIBLE

	Athletics Department Administration Tour / Introductions
	Darryl

	Wayne Densch Sports Center Tour / Introductions
	Darryl

	UCF Arena Tour / Introductions
	Jenn

	Jay Bergman Field Tour / Introductions
	Kristen

	Campus Tour
	Jenn

	Athletic Training Education Program Tour / Introductions / Overview
	Jenn

	Human Resources Orientation / Paperwork
	Jenn

	Staff Polices & Procedures Manual
	Darryl

	Team Physicians / Medical Consultants
	Bryan

	Medical Care & Insurance Procedures
	Kristen

	Keys, Cell Phone, Purchasing Card, Email, Clothing
	Jenn

	SIMS / Palm Pilots
	Darryl

	Medical Records / Filing System
	Kristen

	Athletic Training Room Forms
	Mary

	Pre-Participation Physical Examinations
	Darryl

	Sideline Procedures / Emergency Action Plan
	Darryl

	Substance Abuse Testing Program
	Bryan

	Student-Athlete Assistance Program (SAAP)
	Bryan

	Daily Injury Report Procedures
	Darryl

	Concussion Evaluation Procedures
	Mary

	Mouthpieces
	Mary

	OSHA / Bloodborne Pathogens Policy
	Jenn

	Camps / Clinics Policies & Procedures
	Mary

	On-Campus / Community Resources
	Mary

	Staff / Athletic Training Student In-Services
	Bryan

	Graduate Office / Admissions
	Mary

	HIPAA Procedures
	Jenn

	Discipline Action Policy / Grievance Procedures / Performance Appraisal Procedures
	Darryl

	Equipment Sign-Out / Brace Consignment Procedures
	Mary

	Florida Hospital Rehabilitation / 3rd Party Reimbursement
	Bryan

	Marketing / Public Relations
	Bryan

	Strategic Planning
	Darryl

	Swimex / Hydroworx Pools
	Jenn

	John Deere Gator Vehicles
	Bryan

	Fluoroscan / X-ray Machine
	Mary

	
	


· All duties are to be completed within two (2) weeks of the employee’s arrival.

Full-Time Staff / Graduate Assistant Discipline Action Policy-

Criteria for Disciplinary Action / Demerit Point Structure: (not all inclusive)-

· Late for required activity (1 point)
· Unexcused absence for required activity  (2 points)

· Insubordination  (2 – 4 points)
· Unprofessional Behavior  (2 – 4 points)
· Breach of Duty  (2 – 4 points)
· Dress Code Violations  (2 points)

· Disloyalty  (2 – 4 points)
· Failure to meet assigned deadlines  (1 – 2 points)
· Theft / Vandalism  (6 points)

· Sexual Harassment  (4 – 6 points)
· Substance Abuse  (6 points)

· Conduct Unbecoming an Athletic Trainer  (4 – 6 points)
· Other actions as determined by the Head Athletic Trainer  (1 – 6 points)

Disciplinary Action:
· Two (2) points-



1. Written and Verbal Warning;  

2. Notation in permanent UCF Sports Medicine file;

· Four (4) points-


1. Written and Verbal Warning;  

2. Notation in permanent UCF Sports Medicine file;

3. Decreased Performance Appraisal; and

4. Scheduled meeting with team leader (if applicable) and/or Head Athletic Trainer

· Six (6) points-


1. Written and Verbal Warning;  

2. Notation in permanent UCF Sports Medicine file;

3. Decreased Performance Appraisal; and

4. Scheduled meeting with team leader (if applicable), Head Athletic Trainer, and Associate Director of Athletics.

· Eight (8) points-



1. Written and Verbal Warning;  

2. Notation in permanent UCF Sports Medicine file;

3. Decreased Performance Appraisal;

4. Scheduled meeting with team leader (if applicable), Head Athletic Trainer, and Associate Director of Athletics;  and

5. Loss of graduate assistantship.

· General Guidelines-

· “Demerit” / Discipline points are cumulative for the year.

· Final determination of the demerit points awarded and disciplinary action taken rests with the Head Athletic Trainer and/or the Director of Athletics.

· The Head Athletic Trainer reserves the right to change and/or modify the point structure and/or discipline policy at any time.

Grievance Procedures-

In the event that a staff member has a grievance against a fellow staff member, the following guidelines should be considered and followed:

Criteria for Grievance-

	· Harassment

· Unfair practices

· Dishonesty
	· Unprofessional behaviors

· Other


Procedures-

1) Confront the individual with whom you have the grievance.

2) Try to resolve the grievance with the individual.

3) If the problem cannot be resolved, inform the individual that a grievance is going to be filed.

4) Fill out a UCF Sports Medicine Grievance Form and submit it to the Head Athletic Trainer.

· In the event that the grievance is against the Head Athletic Trainer, submit the UCF Sports Medicine Grievance Form to the Associate Athletics Director.

5) Once the grievance has been received, the Head Athletic Trainer and/or his/her designee will review the form.

6) If necessary, a meeting will be arranged with all involved parties.

7) Appropriate disciplinary action, if applicable, will be administered as per the UCF Sports Medicine Discipline Policy.

Full-Time Staff Performance Appraisal Procedures-

· Full-time staff members will complete the performance appraisal process on a yearly basis during the month of May.

· The performance appraisal process will consist of:

· Completion of the UCF Coach’s Evaluation Form by the Head Coach of the sport(s);

· Completion of a self-performance appraisal;

· Completion of a goals assessment for the upcoming year;

· Completion of a supervisor performance appraisal;

· Completion of a performance appraisal by the Head Athletic Trainer; and

· Meeting with the Head Athletic Trainer.

· Performance appraisal ratings of “provisional”, “marginal”, or “unsatisfactory” will result in quarterly performance appraisals and other training and/or corrective actions.

· All performance appraisal materials will be maintained in the staff member’s personnel file within the Athletics Department.

Graduate Assistant Performance Appraisal Procedures-

· Graduate assistant staff members will complete the performance appraisal process on a semi-annual basis, during the month of December and during the month of May.

· The performance appraisal process will consist of:

· Completion of the UCF Coach’s Evaluation Form by the Head Coach of the sport(s);

· Completion of a self-performance appraisal;

· Completion of a goals assessment for the upcoming year (May evaluation only); 

· Completion of a supervisor performance appraisal (May evaluation only);

· Completion of a performance appraisal by the team leader and the Head Athletic Trainer;

· Meeting with the team leader;  and

· Meeting with the Head Athletic Trainer.

· Performance appraisal ratings of “provisional”, “marginal”, or “unsatisfactory” will result in quarterly performance appraisals and other training and/or corrective actions.

· All performance appraisal materials will be maintained in the graduate assistant’s personnel file within the Athletics Department.
Professional Development Policy:

The policy of the UCF Sports Medicine Department with regards to professional development / continuing education by its staff members shall be:

· All full-time staff and graduate assistant athletic trainers are expected to maintain certification and continuing education requirements of the National Athletic Trainers Association Board of Certification (NATABOC) and the State of Florida at all times.

· Monies allocated to the Sports Medicine Department for the purposes of staff professional development, continuing education, and/or travel will be distributed to staff members on a case-by-case basis based on availability of funds.

· In most cases, a limit will be placed on the staff member with regards to how much he/she may spend.

· All requests for funding will be processed through the Head Athletic Trainer and granting of funding will be at the sole discretion of the Head Athletic Trainer.

· All request for funding must be submitted in writing to the Head Athletic Trainer at least twenty (20) business days in advance of the anticipated event / travel.

· If approved, the staff member must submit a completed “Travel Authorization Request (TAR)” form to the Business Office at least 10 business days in advance of the anticipated event / travel;

· Upon return from said event / travel, the staff member must complete the proper travel reimbursement form within five (5) business days.

· The completed reimbursement form is to be submitted to the Head Athletic Trainer for approval and submission to the Business Office.

· A photocopy of the approved reimbursement form will be placed in the staff member’s mailbox, as well as permanently filed within the Sports Medicine Department.

· Deviation from or failure to follow the aforementioned policy may result in the staff member losing future funding opportunities.

Cellular Phone Policy:

Athletic trainers that have been assigned a cellular phone by the Athletics Department must adhere to the following guidelines:

· Cellular phones are for UCF Athletics and Sports Medicine use only.  

· Cellular phone bills will be audited by the State of Florida each month.  Therefore, all bills must be reviewed carefully and ALL personal calls must be highlighted.

· The State of Florida does not permit reimbursement for calls home on a cellular phone while a staff member is traveling.  Therefore, these calls will be considered personal and should be marked and reimbursed accordingly.

· All personal calls must be reimbursed in a timely fashion.

· If you do not go over your plan limit, personal calls should be reimbursed at the appropriate rate.

· If you go over your plan limit, all personal calls should be reimbursed at the additional minute charge plus any roaming, etc. charges.
· Those owing less than $1.00 on a monthly bill are not required to reimburse those charges.  However, you are still required to mark these as personal.

· Billing cycles begin on the 2nd of each month.

It is the individual staff member’s responsibility to know and understand their cell phone plan each month, as well as monitor their calling to ensure prudent use and fiscal responsibility.  Those individuals found abusing the privilege may have their cellular phones removed and may be subject to disciplinary action as outlined in the Discipline Action Policy.

Reimbursable Mileage Guidelines:

Full-time staff and graduate assistant athletic trainers transporting student-athletes and using their personal vehicle for official business are eligible for reimbursement of mileage, tolls, parking, etc. as per UCF and Athletics Department guidelines.  Reimbursement forms can be found online and must be typed and turned-in to the Head Athletic Trainer.

Reimbursable Mileage Chart-
	Doctor / Provider
	One-Way

Mileage

	Jewett- Winter Park / CDI
	11

	Jewett-  University
	2

	Jewett-  Downtown
	16

	Jewett-  RDV  //  Florida Hospital Rehabiltation- RDV
	17

	Jewett-  Longwood
	16

	Physician’s Surgical Care Center
	8

	Dr. Ramey
	8

	Winter Park Memorial Hospital
	8

	Florida Hospital East / Medical Plaza
	9

	Florida Hospital South / Medical Plaza /

Dr. Meuser / Dr. Crockett
	18

	Orlando Regional Medical Center
	16

	Regional MRI
	21

	Dr. Kapoor
	11

	Florida Hospital Rehabilitation-  Oviedo
	7

	Dr. Machuga
	20

	Dr. Yarko
	3

	Dr. Collins
	5

	Specialty Brace & Limb
	11

	CDI-  Oviedo
	4

	Orlando Oral  & Facial Surgery
	8

	Central Florida Oral & Maxillofacial Surgery-  Winter Springs
	8

	Dr. Bruce Redmon-  Metrowest
	24

	Florida Hospital Rehabilitation- Adanson Road
	18

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Office, Phone, & Computer Use:

Athletic training room offices, phones, fax machines, and computers are for the business use of UCF Sports Medicine Department personnel only.  At no time are student-athletes permitted to use any of the aforementioned equipment.
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