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Introduction  

This Standard Operating Procedures (SOP) Manual serves as an essential guide to navigating daily operations 

at Bounce Fitness and contributing to a thriving, member-centric environment. Bounce Fitness believes in 

fostering a positive and supportive work atmosphere where every employee feels empowered to perform their 

duties to the highest standard. 

This manual aims to provide a valuable resource to ensure efficient, effective and safe operations. By adhering 

to these procedures, employees can collectively contribute to the success of Bounce Fitness and deliver 

exceptional experiences for all members. 

 

Purpose 

By providing a comprehensive and readily accessible resource, this manual aims to achieve the following: 

▪ Ensure consistent and quality practices across all operational areas, fostering a reliable and dependable 

environment for all. 

▪ Promote operational excellence and efficiency, leading to smooth business processes and improved 

resource allocation. 

▪ Facilitate compliance with all applicable laws, regulations and company policies, safeguarding against 

legal and ethical risks. 

▪ Empower employees to make informed decisions and perform their duties to the highest standard, 

fostering a culture of ownership and responsibility. 

▪ Contribute to a positive and supportive work environment where everyone feels valued and empowered, 

leading to increased employee satisfaction and engagement. 

▪ Ultimately, deliver exceptional experiences for all Bounce Fitness members, guests and colleagues, 

solidifying the organisation's reputation and driving its success. 
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Scope 

This manual is intended for all Bounce Fitness employees, including: 

▪ Managerial Staff: General managers, department heads and supervisors. 

▪ Frontline Staff: Member services representatives, fitness instructors, personal trainers, cleaning and 

maintenance staff and retail associates. 

▪ Administrative Staff: Human resources personnel, accounting staff and marketing and 

communications professionals. 

 

Section 1: General Operating Procedures 

All employees at Bounce Fitness are expected to adhere to the following general operating procedures: 

 

Section 1.1: Professionalism 

Bounce Fitness values professionalism in all interactions with members, guests and colleagues. This 

includes: 

▪ Courteousness: Addressing everyone with respect and using appropriate language. 

▪ Helpfulness: Proactively assisting individuals and providing clear and concise information. 

▪ Positive attitude: Maintaining a friendly and approachable demeanour, even in challenging 

situations. 

▪ Presentable appearance: Adhering to the company dress code and grooming standards. 

▪ Positive representation: Upholding the company's reputation and values through conduct and 

actions. 

 

Section 1.2: Safety 

Ensuring a safe and healthy work environment is paramount at Bounce Fitness. All employees are 

responsible for adhering to the following safety protocols: 

▪ Familiarity with safety procedures: Understanding and adhering to all safety protocols specific 

to their role and department. 

▪ Reporting hazards: Immediately reporting any unsafe conditions or potential hazards to the 

designated supervisor or safety representative. 

▪ Proper use of equipment: Utilising equipment according to established guidelines and safety 

precautions. 

▪ Maintaining a clean and organised work environment: Contributing to a safe space by tidying 

up work areas and keeping aisles and walkways clear. 

▪ Participating in safety training: Actively participating in all mandatory safety training programs 

and workshops. 
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Section 1.3: Security 

Protecting company assets and member information is a vital responsibility for all Bounce Fitness employees. 

This includes: 

▪ Complying with security procedures: Adhering to established protocols for access control, data 

security, and cash handling. 

▪ Safeguarding member information: Maintaining the confidentiality of member data and avoiding 

unauthorised access or disclosure. 

▪ Reporting security breaches: Promptly reporting any suspected security incidents or breaches to 

the appropriate authorities. 

▪ Protecting company property: Handling company equipment and resources with care and 

preventing misuse or damage. 

▪ Being vigilant: Maintaining situational awareness and reporting any suspicious activities or 

individuals. 

 

Section 1.4: Timeliness 

Time management is essential for maintaining efficient operations at Bounce Fitness. Employees are 

expected to: 

▪ Arrive on time for all scheduled shifts and meetings. 

▪ Complete all assigned tasks within designated timeframes. 

▪ Inform supervisors of any expected delays or time off requests in advance. 

▪ Respect the time and schedules of colleagues and members. 

▪ Manage workloads effectively to prioritise tasks and meet deadlines. 

 

Section 1.5: Communication 

Effective communication is vital for collaboration, problem-solving and member satisfaction. Bounce Fitness 

employees are encouraged to: 

▪ Communicate clearly and concisely, using appropriate language for the audience. 

▪ Listen actively and attentively to understand others' perspectives. 

▪ Provide timely and accurate information to colleagues, supervisors and members. 

▪ Use appropriate channels of communication such as email, phone calls or in-person meetings. 

▪ Be open to feedback and willing to adapt communication styles when necessary. 
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Section 1.6: Problem-solving 

Identifying and resolving problems promptly and efficiently ensures a smooth and positive experience for 

everyone at Bounce Fitness. Employees must: 

▪ Be proactive in identifying potential problems and taking initiative to resolve them. 

▪ Utilise critical thinking and analytical skills to evaluate situations and develop solutions. 

▪ Communicate effectively with others to gather information and collaborate on solutions. 

▪ Seek assistance from supervisors or colleagues when necessary. 

▪ Document problems and solutions for future reference and improvement. 

 

Section 1.7: Confidentiality 

Safeguarding member information and maintaining confidentiality are crucial aspects of trust and 

professionalism within Bounce Fitness. Employees must: 

▪ Treat all member information as confidential and avoid unauthorised disclosure. 

▪ Only access and utilise member information for authorised purposes. 

▪ Dispose of confidential information securely and in accordance with company policies. 

▪ Report any suspected breaches of confidentiality to the appropriate authorities immediately. 

▪ Maintain professional boundaries and avoid discussing sensitive member information in public 

settings. 
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Section 2: Department-Specific Procedures 

Each department within Bounce Fitness has its own set of specific procedures outlined in detail in dedicated 

sections of this manual. These sections will provide detailed instructions for tasks such as: 

 

Section 2.1: Member Services 

▪ Processing membership applications 

o Verifying identification and eligibility. 

o Completing electronic forms and collecting payment. 

o Providing membership cards and welcome materials. 

o Explaining membership benefits and policies. 

o Answering questions and addressing member concerns. 

▪ Issuing membership cards 

o Activating membership cards in the system. 

o Providing instructions on card usage and access procedures. 

o Replacing lost or damaged cards. 

▪ Handling member inquiries 

o Answering questions about classes, facilities and policies. 

o Providing information on membership options and services. 

o Directing members to appropriate resources. 

o Resolving issues promptly and courteously. 

▪ Resolving member complaints 

o Actively listening to member concerns. 

o Investigating the issue thoroughly. 

o Taking appropriate corrective action to address the complaint. 

o Communicating resolution effectively to the member. 

 

Section 2.2: Facility Operations 

▪ Opening and closing the facility 

o Following established security protocols and access procedures. 

o Performing opening and closing checklists to ensure proper equipment operation and 

safety. 

o Reporting any maintenance issues or problems immediately. 

▪ Maintaining equipment 

o Regularly cleaning and sanitising equipment. 

o Reporting any equipment malfunctions for repair or maintenance. 

o Assisting members with proper equipment usage and safety guidelines. 
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▪ Cleaning and sanitising facilities 

o Maintaining cleanliness and hygiene throughout the facility. 

o Disinfecting high touch surfaces regularly. 

o Ensuring compliance with sanitation and hygiene standards. 

▪ Handling emergencies 

o Remaining calm and following established emergency procedures. 

o Assisting injured individuals and providing first aid if qualified. 

o Evacuating the facility safely in case of fire or other emergencies. 

o Reporting the incident to authorities and following up procedures promptly. 

 

Section 2.3: Class Management 

▪ Scheduling classes 

o Coordinating instructors' schedules and availability. 

o Ensuring adequate staffing for all scheduled classes. 

o Creating class schedules that cater to diverse member needs and preferences. 

o Communicating class schedules and updates to members effectively. 

▪ Managing instructor schedules 

o Scheduling instructors for classes based on their expertise and qualifications. 

o Communicating scheduling changes and updates to instructors promptly. 

o Monitoring instructor performance and providing feedback. 

▪ Tracking class attendance 

o Recording attendance for each class session. 

o Managing waitlists and notifying members of available spots. 

o Analysing attendance data to identify trends and adjust schedules accordingly. 

▪ Maintaining class records 

o Keeping accurate records of class schedules, attendance and instructor assignments. 

o Filing and storing class records securely. 

 

Section 2.4: Retail Operations 

▪ Operating the point-of-sale system 

o Processing sales of merchandise and memberships. 

o Accepting various payment methods. 

o Applying discounts and promotions as per company policies. 

o Providing accurate receipts and change. 
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▪ Handling returns 

o Processing returns according to company policies and timeframes. 

o Issuing refunds or exchanges as appropriate. 

o Maintaining records of all returned items. 

▪ Managing inventory 

o Checking stock levels and replenishing inventory as needed. 

o Ordering new merchandise based on sales trends and member preferences. 

o Maintaining proper product display and merchandising techniques. 

 

Section 2.5: Financial Management 

▪ Recording financial transactions 

o Accurately recording all income and expenses in the accounting system. 

o Reconciling bank statements regularly. 

o Maintaining updated financial records 

▪ Preparing financial reports 

o Generating monthly, quarterly and annual financial reports. 

o Analysing financial data to assess the financial health of the business. 

o Identifying areas for improvement and cost-saving opportunities. 

▪ Processing payroll 

o Calculating and processing employee salaries and wages. 

o Withholding and remitting taxes as required by law. 

o Maintaining accurate and confidential payroll records 

 

Section 2.6: Human Resources 

▪ Recruiting and hiring employees 

o Identifying qualified candidates for open positions. 

o Conducting interviews and evaluating candidates' skills and experience. 

o Making hiring decisions based on established criteria. 

▪ Conducting performance reviews: 

o Providing regular feedback to employees on their performance. 

o Identifying areas for improvement and development. 

o Setting goals and expectations for future performance. 

▪ Handling employee relations issues: 

o Addressing workplace conflicts and concerns promptly and professionally. 

o Ensuring compliance with company policies and legal requirements. 

o Maintaining a fair and supportive work environment. 
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Section 3: Compliance with Laws and Regulations 

Bounce Fitness is committed to operating ethically and responsibly within the legal and regulatory framework of 

Australia, particularly in the context of Information, Communication and Technology (ICT) environments. 

 

Section 3.1: Legal Framework 

Bounce Fitness is committed to complying with all relevant laws and regulations governing business 

operations in Australia, specifically within the context of Information, Communication and Technology (ICT) 

environments. This includes, but is not limited to, the following: 

▪ Privacy Act 1988 

This legislation safeguards the privacy of individuals and their personal information. Bounce Fitness 

must ensure that all business analysis activities involving personal information comply with the Act's 

principles and obligations, such as obtaining informed consent, collection and use limitations, data 

security measures and individual access and correction rights. 

▪ Spam Act 2003 

This Act regulates the sending of unsolicited commercial electronic messages. Bounce Fitness must 

ensure that any electronic communication with members, including email marketing and promotional 

messages, comply with the Act's requirements for consent, sender identification and unsubscribe 

options. 

▪ Australian Consumer Law 

This law protects consumers by prohibiting misleading and deceptive conduct, unfair contract terms, 

and unconscionable conduct. Bounce Fitness must ensure that all business analysis activities related 

to member services, pricing, and marketing comply with the Australian Consumer Law's fairness and 

transparency principles. 

▪ Copyright Act 1968 

This Act protects intellectual property rights, including copyright and related rights. Bounce Fitness 

must ensure that all business analysis activities involving intellectual property respect copyright laws 

and obtain necessary licenses or permissions for content usage. 

 

Section 3.2: Organisational Requirements 

In addition to legal compliance, Bounce Fitness also adheres to its own internal policies and procedures for 

business analysis activities within ICT environments. These documents may include: 

▪ Business Analysis Framework: This framework defines Bounce Fitness's approach to business 

analysis, outlining methodologies, tools and best practices. 

▪ Project Charter: This document specifies the objectives, scope, resources and stakeholders 

involved in a specific business analysis project. 

▪ Standard Operating Procedures (SOPs): These detailed procedures provide step-by-step 

instructions for specific business analysis tasks, ensuring consistency and quality across projects. 

▪ Data Governance Policy: This policy outlines Bounce Fitness's principles and practices for 

managing and protecting data throughout its lifecycle. 

  



Standard Operating Procedures (SOP) Manual  Version 1.0 Produced 19 December 2023 
© Precision RTO Resources  Page 9 

Section 3.3: Industry Standards and Guidelines 

Bounce Fitness recognises the importance of adhering to industry-accepted standards and guidelines for 

conducting business analysis and related activities in ICT environments. These frameworks provide best 

practices and promote professionalism within the field. Examples of relevant standards and guidelines 

include: 

▪ Business Analysis Body of Knowledge (BABOK): This comprehensive guide published by the 

International Institute of Business Analysis (IIBA) outlines the core knowledge and skills required of 

a business analyst. 

▪ Australian Computer Society (ACS) Core Body of Knowledge: This framework defines the 

essential skills and knowledge expected of IT professionals in Australia, including aspects relevant 

to business analysis. 

▪ ISO/IEC 27001: Information security management: This international standard provides a 

framework for implementing and maintaining an information security management system (ISMS) 

to protect sensitive information assets. 
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Section 4: Training and Development 

Bounce Fitness is committed to empowering its employees to reach their full potential and contribute to the 

organisation's success through a comprehensive training and development program. 

 

Section 4.1: Commitment to Employee Growth 

Bounce Fitness recognises the importance of investing in its employees' growth and development. With 

access to relevant training and development opportunities, the organisation can empower employees to 

achieve their full potential, contribute to the success of the organisation and deliver an exceptional experience 

for all members. 

 

Section 4.2: Mandatory Training Programs 

All Bounce Fitness employees are required to complete a set of mandatory training programs designed to 

equip them with the essential knowledge and skills needed to perform their jobs effectively. These programs 

cover various critical areas, including: 

▪ Safety: Training modules focusing on workplace safety protocols, emergency procedures, hazard 

identification and reporting and first aid administration. 

▪ Security: Programs covering data security procedures, member information confidentiality, access 

control measures and theft prevention strategies. 

▪ Customer Service: Training focusing on effective communication techniques, conflict resolution 

skills, building rapport with members and delivering a positive and welcoming experience. 

▪ Compliance: Training on relevant legal and regulatory requirements pertaining to business 

operations, data privacy, and member interactions. 

 

Section 4.3: Ongoing Learning and Development Opportunities 

In addition to mandatory training programs, Bounce Fitness offers a variety of ongoing learning and 

development opportunities to support employee growth and career aspirations. These include: 

▪ Skills-based workshops: Specialised training sessions designed to enhance specific skills relevant 

to different roles and departments, such as equipment maintenance, software applications and sales 

techniques. 

▪ Leadership development programs: Programs focusing on leadership skills, team management, 

effective communication and performance coaching. 

▪ Mentorship programs: Pairing seasoned employees with new hires or junior staff to provide 

guidance, support and career advice. 

▪ Online learning resources: Access to online learning platforms and resources covering a wide 

range of topics related to fitness, business, technology and personal development. 

▪ Tuition reimbursement programs: Financial assistance to support employees pursuing 

professional certifications or further education related to their field. 

 

Section 4.4: Training Needs Assessment 

Bounce Fitness conducts periodic training needs assessments to identify individual and organisational 

learning gaps. This process involves gathering feedback from employees, managers and other stakeholders 

to identify areas where additional training and development resources are needed. 
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Section 5: Continuous Improvement 

Bounce Fitness is committed to continuous improvement, driven by employee participation, feedback and a 

shared pursuit of excellence. 

 

Section 5.1: Commitment to Excellence 

Bounce Fitness is dedicated to achieving and maintaining excellence in all aspects of its operations. The 

organisation believes in a culture of continuous improvement, where it consistently strives to enhance 

services, processes and procedures to achieve optimal results. 

 

Section 5.2: Employee Feedback and Suggestion Mechanism 

Bounce Fitness actively encourages all employees to participate in the continuous improvement process by: 

▪ Observing daily operations to identify potential areas where procedures can be streamlined, 

efficiency enhanced, or member experience improved. 

▪ Providing constructive feedback and proposing practical solutions to identified problems or areas for 

improvement. 

▪ Actively sharing knowledge, experience and innovative ideas with colleagues to promote 

collaborative improvement. 

Bounce Fitness has established multiple channels for employees to submit feedback and suggestions, 

including: 

▪ Employee suggestion box: A dedicated platform for anonymously submitting improvement ideas. 

▪ Regular employee meetings: Open forums for brainstorming, discussing challenges and 

collaboratively proposing solutions. 

▪ Direct communication with supervisors and managers: Employees are encouraged to directly 

approach supervisors and managers with feedback and suggestions. 

 

Section 5.3: Review and Update of Procedures 

All feedback and suggestions received are carefully reviewed and considered by a dedicated team. This team 

assesses the feasibility and potential impact of each suggestion and determines its alignment with Bounce 

Fitness's overall goals and objectives. 

Based on the review process, approved suggestions are incorporated into the corresponding sections of this 

manual. Regular updates are published to ensure employees have access to the latest and most effective 

procedures. 
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Section 5.4: Measuring Success 

Bounce Fitness regularly measures its progress in achieving its continuous improvement goals through: 

▪ Monitoring key performance indicators (KPIs): Tracking quantitative data such as member 

satisfaction, employee engagement, and operational efficiency to evaluate the effectiveness of 

implemented changes. 

▪ Conducting periodic reviews: Regularly reviewing feedback and suggestion records to identify 

trends and areas requiring further attention. 

▪ Seeking external feedback: Gathering feedback from members, industry experts and other 

stakeholders to gain valuable insights and perspectives. 

 

Section 5.5: Fostering a Culture of Innovation 

Bounce Fitness recognises that continuous improvement is a collaborative effort. The organisation fosters a 

culture of innovation by encouraging employee participation, open communication and a willingness to 

embrace new ideas. By working together, Bounce Fitness ensures its long-term success and delivers 

exceptional experiences for all members. 
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