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General Policies and Procedures 
 
Uniforms: All lifeguard staff are required to properly wear the XXXXX Aquatics issued Lifeguard shirt while on duty. Bathing suits are required to be worn while on duty. Solid navy blue or solid red shorts only to be worn while on duty. Hats, cargo shorts, jean shorts, and leggings are not permitted at any time. It is important that each staff member maintain a neat, well-groomed appearance at all times while on duty. Swim instructors must wear appropriate swim wear while teaching and wear their green instructor shirt. 

All Lifeguards: 
	⭑ Lifeguard Certifications must be kept current and on file. It is the lifeguard’s responsibility to keep their certification updated. See Aquatics Manager for upcoming classes. 
⭑ All Lifeguards are required to wear appropriate uniform while on duty: bathing suit, guard shirt, whistle, and proper foot attire.
⭑Lifeguards need to have rescue tube with strap across the chest, tube held in a rescue ready position, excess strap gathered up in hands or across lap, actively scanning at ALL times.
⭑Lifeguards must wear hip packs on their person at all times, assembled with pocket mask, latex gloves, and basic first aid supplies. 
⭑Lifeguards must have a radio on their person at all times. 
⭑ Lifeguards must have hair pulled back for safety reasons with hair shoulder length or longer.
⭑Lifeguards need to be positioned in either the Lifeguard stations (chairs) or walking around the pool deck. At no point in time should Lifeguard be in between the pools. 
⭑Lifeguards need to come to work ready to work. You need be alert and awake at all times. If you are caught sleeping while on duty you will be asked to leave and there will be disciplinary actions taken. 

Lifeguard and Swim Instructor Schedules: Lifeguard and Swim Instructor schedules will be posted on the bulletin board in the Lifeguard office and will be emailed out weekly in an email. Lifeguard schedules will also be posted on the online platform WhenIWork. You will be placed on the Lifeguard and Swim Instructor schedule based on your availability. Please check the schedule often as it will change. Changes to the schedule are not permitted unless approved by the Aquatics Manager. Each guard is responsible for finding coverage for their shifts.  

Shift Change forms: If you need a sub for your scheduled shift please fill out a shift change form that is located in an envelope in front of the staff mailboxes.  You need to fill this out 48 hours before your scheduled shift. Once this form is filled out leave it with Manager for an approval. Lifeguards are responsible for finding coverage for their shifts. 







ATTENDANCE POLICY: (Health Fitness Policy) 
 This policy is intended to provide a standard of attendance and punctuality for all regular full-time and regular part-time employees regardless of business unit or employment classification. To ensure professional and effective business operations, reliable and consistent attendance is an essential function of every position. The company requires that all employees report to work when scheduled, fully ready and able to perform their duties and to work their full schedule. Regardless of business unit, each department determines the work schedule and hours for employees as necessary for its operation. Operational and scheduling needs of departments may require flexibility (e.g. required overtime) resulting in additional attendance and punctuality standards, as long as they are not in conflict with the spirit and purpose of this policy. If additional guidelines are established, HR must be consulted. Guidelines should be consistently applied across the department, and employees must be informed if the departmental guidelines vary in any way from this policy.

Reporting Procedure:
Employees who will be late or absent from work for any reason are required to personally call their immediate supervisor or manager on duty as soon as possible but in no event later than 30 minutes prior to their scheduled start time. Employees are expected to provide the reason for delay or absence and the likely duration of the delay or absence. If the supervisor is not available, a message should be left which includes a telephone number where the employee can be reached.

Medical Certification:
 Any employee who misses work for more than three consecutive business days should be directed by their supervisor to contact HR as appropriate to discuss leave possibilities. Any employee who misses work for five or more consecutive business days will be required to provide a doctor’s certificate prior to returning to work. The Company reserves the right to require a doctor’s certificate at our discretion.

Guidelines for Tardiness and Absences:

 A. Tardiness: An employee is considered tardy when he/she fails to report to the assigned work site at the scheduled time, fully ready and able to perform his/her duties and to work, his/her full schedule. This includes returning late from breaks and lunch periods. 

B. Scheduled absences: Employees are to notify their supervisor or manager on duty as early as possible about scheduling time off from work (e.g. vacation, doctor's appointments, personal days, etc.), whether paid or unpaid. Scheduled absences are arranged at the mutual convenience of the department and the employee based on the operational needs of the department. Absences greater than one day can be considered scheduled with a minimum of five days advance notice. Absences of one day or less may be considered scheduled with 24 hours advance notice. Regardless of duration, in order for the absence to be considered scheduled, it will need prior approval by the supervisors or designee in accordance with the department and work unit guidelines.	Comment by public: 	Comment by public: 	Comment by public: 

C. Unscheduled absences: If an employee misses work due to an unscheduled absence (e.g. calling-in sick), he/she must follow company procedures for calling in. Failure to follow established company procedures may result in performance improvement counseling up to and including termination. After three consecutive days of unscheduled absences, failure to notify and receive approval may be considered job abandonment, and the employee’s employment status could be terminated effective the day following the last day worked. 

D. Excessive unscheduled absences: The Company expects all employees to be reliable and punctual. Unplanned absences disrupt the work environment, inconvenience other employees, affect Company productivity and impact our ability to meet customer/client needs. Excessive unscheduled absences may result in performance improvement counseling up to and including termination. Supervisors will notify employees when patterns or concerns develop that may place them at risk for termination. The following factors should be considered in determining if unscheduled absences are excessive: • Patterns of Absence: Employees who have recurring absences. For example, the employee is frequently absent the day after payday, or a particular day, e.g. Monday/Friday, or always on the day before or after a holiday, etc. • Frequency of absence: Frequency takes into consideration how often an employee has an unscheduled absence. Repeated instances of unscheduled absences, such as late call-ins, early departures, not reporting for on-call, etc. may not constitute a predictable pattern but should be considered as part of overall frequency. • An occurrence is defined as an unscheduled absence. However, a single occurrence may involve consecutive days of absences without a return to work in between. Prearranged/approved time off and accommodations, as well as time off qualifying under the Family Medical Leave Act (FMLA) and other state laws, are not considered occurrences for determining excessive absenteeism. Supervisors may require documentation from employee when appropriate.

 E. Tracking of absences: Absences are tracked on a rolling 365 day basis and do not start over at the beginning of a new calendar year. In situations where employees are beginning to exhibit an adverse pattern of occurrences, conversations with employees should begin to occur. 
After five occurrences, employees may be subject to the following disciplinary guidelines.

• 6th Occurrence Verbal Warning 
•7th Occurrence Written Warning 
•More than 7 Occurrences Subject to Termination 

This attendance policy is intended to provide general guidelines that allow consistent and equitable attendance administration. If an unusual situation arises, which is not covered by these guidelines or if a special consideration is deemed appropriate, Supervisors or Managers should contact Human Resources.

Requested Time off: If requesting time off for vacations, colleges visits, and conflicts that you know well in advance please fill out a time request form located in an envelope in front of the staff mail boxes. This form should be completed and handed to the Aquatics Manager TWO WEEKS before the time off requested. Once this form is filled out the Aquatics Manager will find coverage for your shifts during this time period. 

Overtime: Any staff member that will be going over their allotted part- time or full-time hours need to get approval by the Aquatics Manager. Part- time employees cannot work over 30 hours per week and full-time employees cannot work over 40 hours per week. Any overtime hours worked without approval is considered a violation of Health Fitness policy and therefore, may be subject to disciplinary measures.

Punching in and out: You must punch in and out with your Workday account before and after each scheduled shift. You are not allowed to punch in more than 10 minutes before your shift or punch out more than 10 minutes after your shift. Make sure all your hours worked for the pay period are submitted by the end of the pay period. 

Cell Phone Policy: Cell phones are not permitted while on duty and should be left in a secure location away from the pool deck and aquatics office (in your bag or cubby in staff bathroom). Personal calls should be made on your break away from the pool area and aquatics office. If you are caught with your cell phone on your person while on duty/in chair you will be terminated immediately. 

In-service Trainings: All Lifeguards are required to participate in in-service trainings on a monthly or every other month basis. These trainings are to better our lifeguard skills and to better prepare for emergency situations. These trainings are mandatory. 

Maintenance: All Lifeguards are responsible for the cleanliness of the facility. There is a maintenance checklist plus opening and closing procedures that are all Lifeguards are responsible for following and conducting on a daily basis. The check list needs to complete after each day. If the check list is incomplete the whole lifeguard staff for that specific day with receive a written warning. 

Accident /Incident Reports: A report should be filled out immediately after the occurrence of every accident or incident. Incident report forms should be used only for a behavioral issue with a member, visitor or program participant. The reports need to be filled out completely, carefully and legibly. When describing an accident, write down only what you saw (What you saw, what you did, what the outcome was). Leave blank any sections that do not apply. Turn the report into the Aquatics Manager immediately upon completion. If a staff person is injured it needs to be reported immediately and a report needs to be filled out. For major injuries or incidents, please contact proper Manager ASAP. 


Be Professional: Staff are expected to be accommodating and maintain a positive, friendly attitude at all times. Remember to always treat members and staff with respect. Please understand that no matter what, you must be able to work with individuals in order to get the job done. If you have concern, please only share it with your supervisor, not with your peers. Staff may not discuss any child in their classes with other members. Do not give out personal contact information of any staff or XXXXX member; This includes email, phone numbers or social media accounts. These policies are in place to protect the rights of our members, staff, and program participants. Keep personal matters at home.  


Have a Friendly, Positive Attitude: Greet all members with a smile and by name whenever possible. Greet parents/guardians as well. Instructors, be sure to introduce yourself especially on the first day of class. 

Be a Team Player! We all need to work together. As a staff person, you are expected to help each other, back each other up, and cover for each other. If you need coverage, plan to return the favor or pay it forward. Also, if you see that it is busy at the end of your shift and you can stay to help, please do so with consent of a Manager. All of these things add to a sense of teamwork and creates a more pleasant working environment for all. 








Expectations of Lifeguards 

1. Must show up for work on time. Arrive 10 minutes before your scheduled shift. 
2. If unable to come to work, you are RESPONSIBLE for finding coverage for yours shift and informing your manager of the reason for your absence and the coverage obtained. 
3. A manager must approve all shift coverage. 
4. All lifeguards must be in proper uniform, which includes XXXX Lifeguard shirt, swimsuit, shorts, lanyard with whistle and proper foot attire. 
5. Your PRIMARY responsibilities consist of the following: watch the patrons in the facility, prevent accidents, respond quickly to all emergency situations, administering first aid, and communicating with other lifeguards, management and patrons. 
6. Guards must remain RESCUE READY while actively guarding the pool. This includes wearing a properly supplied fanny pack, holding your rescue tube with strap and slack correctly secured, radio on your person at all times, and having your whistle ready and maintaining a vigilant watch over the pool using the scanning method. 
7. Lifeguards that are on the chair may not hold ongoing conversations with other guards or members. If a member asks you a question, you may glance at the member to acknowledge them, but then return full focus on the pool, while answering them. 
8. Be courteous to all members, no matter the situation. They are the reason we have a job. 
9. You will know the emergency action plan. 
10. Know and enforce all the pool rules. 
11. Review and practice lifesaving skills often enough to be prepared for a potential emergency. 
12. All lifeguards must attend monthly in-services. If you fail to attend you need to set up a meeting with the manager to make up all the missed material. You will also be written up for not attending. 
13. All guards will be tested randomly during shifts with drop drills. Failure to meet the standard will result in additional training or removal from shifts. 
14. All guards not in the chair should complete all secondary tasks during this time. 
15. Store all personal items in cubbies that are available in the lesson closet. 

Remember as a lifeguard you have a legal duty to protect the safety of people in an assigned area. You have a moral and professional obligation to prevent accidental situations from occurring by enforcing the pool rule. You have been professionally trained and have the legal and moral obligation to react, respond and assist with any emergency that occurs. 

Your signature below indicates you have read, understand will adhere to your job description while employed with XXXXXAquatics. 

__________________________________________________     _____________
Signature                                                                                           Date






XXXXX Aquatics Safety Code of Conduct

1. Lifeguards will actively scan from elevated chair or standing patrolling at the edge of the pool. 
2. Lifeguards should be easily identifiable, wearing a XXXX Lifeguard shirt. The guard will wear a rescue tube with strap across the chest and have whistle, pocket mask and gloves on them at all times. 
3. Lifeguards will swim test and identify all children and will be conducted in accordance with association protocols. 
4. Lifeguards will attend mandatory monthly in-services. CPR will be tested regularly during in-service trainings.
5. Lifeguards will actively and continuously scan their entire area of responsibility every 10 seconds, even if swimmers are only in a portion of it. The scanning should produce a constant awareness of presence and activity on and below the water’s surface, on the pool bottom, and the pool deck.
6. Lifeguards will not compromise their scanning activity by ancillary (assigned) duties or extraneous (elective) activities. This includes eating, talking, texting and socializing while on active duty. 
7. Lifeguards should be aware of the swimming capabilities and/or physical challenges of everyone in the pool and will ensure that individuals are not allowed in areas that place them at undue risk. 
8. Lifeguards will position themselves so that their view of the pool bottom, middle and surface of their entire area of responsibility is not compromised by glare, building components.
9. Lifeguards will position themselves so they can reach any area of their responsibility within 10 seconds. 
10. Lifeguards will limit conversations while on active duty. If conversation is necessary, lifeguards should ask the other person to stand behind the lifeguard stand so they can keep their eyes on their zone of coverage. Lifeguard should not make eye contact with the other person they are talking to while on duty.
11. When using elevated lifeguard stands, the replacement lifeguard should scan as the seated lifeguard climbs down. Once on the ground, that lifeguard should scan the assigned area until the replacement lifeguard is in position on the elevated stand. At the time, the lifeguard being replaced shares any special issues or concerns about patrons with the incoming lifeguard. The incoming lifeguard checks the bottom, middle and surface of the pool determines that it is clear and verbally stats “clear.” The outgoing lifeguard then reconfirms that the bottom, middle and surface of the pool is clear and verbally stats “clear.” When both lifeguards are certain the bottom, middle and surface are clear, the lifeguards can then complete the rotation. 

I understand that any violation of this Code of Conduct may result in termination. 

_____________________________________     _______________________________
Employee Signature                                                Supervisor Signature 

_____________________________________     _______________________________
Date                                                                        Date




XXXXX Aquatics Center Emergency Action Plan:

Low-grade In-Water Distress
(Assists, tired swimmers, pull outs, cramps, etc.—situation that can be handled while still covering pool)
Rescuer (Guard 1)
·         Signal: One long whistle blast
·         Respond: Provide appropriate assistance
Secondary Guard (Guard 3 if present, guard on maintenance break present)
·         Cover: Ensure safety of all other patrons in that pool
·         Assist: If Rescuer needs assistance, first clear the pool, and then assist
Other Primary Guard (Primary Guard (2) of pool they are responsible for)
·         Cover: Remain focused on safety of patrons in your pool
·         Be alert for an upgrade to a higher level emergency
Alternate Guard (4th guard present)
·         If no SG is present, fulfill SG duties
·         If SG is present, assist Rescuer
 
EMERGENCY SITUATION in pool or pool area
(Near drowning, suspected spinal injury, broken bone, seizure, cardiac arrest, severe bleeding, etc.)
Rescuer (Guard 1)
·         Signal: Sound air horn or two long whistle blasts
·  [Clear/Cover]: If emergency is not life-threatening, clear pool or ensure coverage by another guard before responding
·         Respond: Perform appropriate rescue
Secondary Guard (Guard 3 if present, guard on maintenance break)
·         Signal: Sound air horn or two long whistle blasts
·         Clear: Clear your pool of all other patrons
·         Call: Radio Front Desk with 911 call instructions
or
Send member to FD with 911 call instructions
·         Assist: Once 911 has been called, assist Rescuer
Other Primary Guard (Primary Guard (2) of pool they are responsible for)
·         Signal: Sound air horn or two long whistle blasts
·         Clear: Clear your pool of all patrons





XXXXX Aquatics Center Emergency Action Plan Cont.. 

·         Clear: If no SG or AG present, clear the Rescuer’s pool of all other patrons
·         Call: Radio Front Desk with 911 call instructions
or
Send member to FD with 911 call instructions
·         Assist: Once 911 has been called, assist Rescuer
Alternate Guard (4th guard present)
·         If no SG is present, fulfill SG duties
·         If SG is present, assist Rescuer
 
EMERGENCY SITUATION Away from Pool AREA
Example-(FITNESS studio, locker rooms, lobby, parking lot)
(Suspected spinal injury, broken bone, seizure, cardiac arrest, severe bleeding, etc.)
·         Whichever guard is first notified is designated as the Rescuer
Rescuer (Guard 1)
·     Signal: Sound air horn or two long whistle blasts
·     [Clear or Cover]: If you have PG status, you must either clear your pool or transfer PG status to another guard before responding
·         Respond: Perform appropriate first aid, CPR, etc.
Secondary Guard (Guard 3 if present, guard on maintenance break present)
·         Signal: Sound air horn or two long whistle blasts
·         Clear: If Rescuer has PG status, take over PG status and clear pool
·         Call: Radio Front Desk with 911 call instructions
or
Send member to FD with 911 call instructions
·         Assist: Once 911 has been called, assist Rescuer
Alternate Guard (4th guard present)
·         Signal: Sound air horn or two long whistle blasts
·         Clear: If Rescuer has PG status, take over PG status and clear pool
·         Call: Radio Front Desk with 911 call instructions
or
Send member to FD with 911 call instructions
Other Primary Guard (Primary Guard (2) of pool they are responsible for)
·         Signal: Sound air horn or two long whistle blasts
·         Clear: Clear your pool of all patrons
·         Call: Radio Front Desk with 911 call instructions
or
Send member to FD with 911 call instructions Assist: Once 911 has been called, assist Rescue




XXXXX Aquatic Center- Aquatic Rules
Please be respectful to our guards, facility, and members

Pool Rules

1. All persons using the swimming pool must take a shower before entering the pool. This is a State Health Law.
2. Only persons with proper bathing attire will be allowed in the pool. Gym shorts, cut offs, etc. are prohibited. 
3. Any person with open cuts/sores, skin diseases or bandages will not be allowed in the pool.	
4. Any person suffering from fever, cold, cough, inflammation of the eyes, nasal or ear discharge or any communicable disease is not allowed to use the pool. 	 
5. Children under the age of six or wearing a floatation devise must have a parent in the water and must stay in the shallow end. 
6. Children under the age of six must have a parent in the water at least an arm’s length away. 
7. Children may use flotation devices provided by XXXX Aquatics or standard Coast Guard approved lifejackets (with buckle in the front). No other floatation devices are allowed. 
8. Children ages 6-12 must have a parent present on the pool deck. 	
9. No Toys for the outside the facility are allowed. (ex… balls, dive rings, inflatables) 
10. Equipment use is allowed with the guard’s permission- no equipment or toys allowed in the zero entry. (lesson’s only) 
11. Kickboards are for instructional and adult use only. 
12. No running on the pool deck.
13. Spitting, spouting water, blowing the nose or discharging bodily wastes in the pool is prohibited.
14. Non- toilet trained swimmers need to wear swim diapers in the pool. 
15. Jumping in forward is allowed; no twists, spins, flips or backwards jumps are permitted off the edge of the pool.
16. No jumping in the zero entry and shallow end of the rec pool. 
17. Starting blocks are for swim team and instructional use only.  
18. Breath holding activities are prohibited. 
19. No pushing or horseplay in or around the pool area. No throwing people in the pool. 
20. Swimmers may not sit or stand on anyone’s shoulders. No piggyback rides. 
21. No hanging on lane lines. Please swim under them. 
22. Noodles are allowed during family swim and lessons. No more than 2 noodles per person. 
23. Do not slap or spit water with the noodles.
24. No food or drink in the pool area. 
25. No glass in the pool area. 
26. Lap swim etiquette: 2 swimmers= split a lane, 3+ swimmers= circle swim. Please be respectful and let the other member know if you are joining them in a lane. 
27. Lap lanes maybe used to be all patrons who are lap swimming or water walking. Youth members may swim laps but only if able to swim continuous laps.





SPA RULES: 

1. Must be 14 years old to use the spa/whirlpool. 
2. Youth under 14 years may not sit on the side of the spa/whirlpool.
3. Only persons with proper bathing attire will be allowed in the pool. Street clothes are prohibited. 
4. Elderly persons, pregnant women and persons suffering from heart disease, diabetes, high or low blood pressure should consult a physician before using the whirlpool.
5. Must shower before entering the spa. 

DIVING BOARD RULES: 

1. One person at a time on the board. 
2. No running on the board. 
3. Only one bounce before jumping off board. 
4. Swim directly to the side of the pool away from the board. 
5. No flipping or back dives off the board. 
6. No swimming in the middle of the boards. 
7. HAVE FUN!!! 

MULTI PURPOSE POOL DEEP END RULES: 

1. Only jump from the designated cones 
2. One at a time and jumping area must be clear. 
3. No running and Jumping 
4. No flipping, twisting, or jumping in backwards. 
5. Swim directly to side of pool once you jump in. 
6. No swimming in the jumping area.  
7. HAVE FUN!!!! 

Multi-Purpose Shallow End Rules: 

1. No Running 
2. No jumping 
3. Do not play or hang on railing 
4. No playing in the channel 
5. Have Fun!!!






XXXXX Aquatics Center policies on Floatation Devices. 

Flotation Devices Allowed at XXXXX Aquatics Center 
· Coast Guard Approved Life Jackets (appropriate size) 
· Puddle Jumpers 
· Swim Bubbles 
· Noodles 

Floatation Devices NOT Allowed at XXXXX Aquatics Center
· Water Wings 
· Mermaid Tails 
· Boogie Boards 										
· Float Suits 
· Water Baby Seats 

NO OUTSIDE POOL TOYS ALLOWED AT XXXXX AQUATICS!
[image: ]Examples : 
· Dive sticks
· Balls 
· Dive Rings 
· Water guns



















Swim Test Procedure:

Swim Testing is for the safety of all patrons using the facility. All patrons 15 years of age and younger need to be swim tested to indicate their skill level. If the patron cannot complete these steps, they will be asked to strictly stay in the shallow end of the pool. 

Deep Water Swim Test Pool

1. Have Swimmer jump in and come back to the surface. 
2. Swim on their front 15 yards. 
3. Tread water for 30 seconds. 
4. Swim on back to the deep end. 
5. If swimmer completed these steps, they are allowed to swim in the deep end. 


Diving Board Swim Test 

1. Have swimmer jump in and come back up to the surface. 
2. Swim on their front 25 yards. 
3. Tread Water 30 seconds. 
4. Swim on back 15 yards. 
5. If swimmer completed these steps, they are allowed to use the diving board.

















Opening and Closing Procedures: 

Opening Shift Checklist: 
· Turn on lights
· Remove the vacuum from the Lap Pool (unplug first, then remove from water)
· The vacuum cord should be looped loosely over the handle of the cart—doing it too tightly will lead to tangles for the closing shift
· Test the chemistry of all three pools
· If chemistry is outside acceptable boundaries, re-test
· If test result is the same, close the pool(s) and immediately call the Aquatics Director or Aquatics Manager.
· Take Cover off the Spa
· Pick up pool decks
· Skim bottom of all pools
· Verify no foreign matter present on bottom of any pool
· Cleaning duties completed, doors unlocked, and guards on station by scheduled opening time.

Closing Shift Checklist
· Do not begin clearing pools until 15 minutes before closing time 
· Do not begin any closing duties until all pools are clear
· Check all pools for foreign materials
· Put away all equipment
· Remove any debris from decks
· Place any items in lost & found
· Check all exterior doors
· Push on glass of all doors—make sure they are latched
· Place vacuum in Lap Pool
· Watch the vacuum until it has gone across the pool and made one turn—if it gets stuck before hitting a wall, or up against a wall, do not leave the vacuum in the pool
· Try untangling the cord, etc. If you cannot resolve the problem, then disconnect the vacuum and return to storage—be sure to record the problem in the log
· Place cover on spa. 
· Turn off all pool lights
· Assist Front Desk staff in verifying that all patrons have left the building (check classrooms, locker rooms, etc.)
· Stay in the building with the Front Desk staff until they arm the alarm and leave—no one should leave the building alone
Ensure that all staff members have adequate transportation—before you drive away, make sure that no one has a flat tire, dead battery, etc.






Chemical Testing Procedures: 
· General Protocols
· These tests measure parts per million—really, really small amounts, so it’s important to be extremely careful to avoid contaminating the test
· Always rinse the vials carefully before and after use
· Never put your finger over the vial to shake it—your finger will contaminate the test
· Please cover the vial with the cap – if a cap is missing alert a manager immediately
· Water in the vials won’t have a flat level—it will form a gentle curve. The vial is filled properly when the bottom of this curve is at the line


	Chlorine Test:
	
	
	
	
	
	

	1.  Rinse and fill chlorine cell to mark with water to be tested
	
	

	2.  Add 5 drops of R-0001 and swirl to mix
	
	
	
	

	3.  Add 5 drops of R-0002 and swirl to mix.
	
	
	
	

	4.  Hold vial against sunlight or a white background to get an accurate reading

	5.  Match the color and record as free chlorine
	
	
	

	6.  Add 5 drops of R-0003 and swirl to mix
	
	
	
	

	7.  Hold vial against a white background to get an accurate reading
	

	8.  Match the color and record as total chlorine
	
	
	

	8. Subtract free chlorine from total choorine and record as combined chlorine

	
	
	
	
	
	


	





· Chlorine
· For the Lap and MP Pools, State Law mandates that free chlorine levels be 
· At least 1.0
· Not more than 5.0
· For the Spa, State Law mandates that free bromine levels be
· At least 2.0
· Not more than 10.0
· pH
· State Law mandates that pH be 
· At least 7.2
· Not more than 7.8
· If you ever get test results outside these boundaries, re-test immediately
· If, upon re-testing, you get the same reading, then you should close the pool(s) and call the Aquatics Director immediately
· The Spa pH is notoriously tricky to measure—high bromine levels will “bleach out” the pH reading, and lead to faulty test results
· If you get a strange pH test result for the Spa, call the Aquatics Director or Assistant Aquatics Director immediately
· Do not close the Spa unless the Aquatics Director/ Aquatics Manager tells you to or unless you are unable to reach the Aquatics Director/ Aquatics Manager.



















Pool/Building Closing Procedures

Contaminations: 
If the pool is contaminated (vomit, fecal matter, excessive blood) it must be closed immediately. Please follow the posted procedures for cleaning the pool. Rachel, Nancy or Mike need to be notified ASAP. 

Chemicals: 
When testing the chemicals in the pool, immediately alert Rachel, Mike, or Nancy if there are any issues so they can be fixed quickly. Lifeguards should not add any chemicals to any the pool or the spa unless directly asked to do so (do not forget PPE’s). If efforts to correct the issue are unsuccessful, the pool/spa must be closed until it is deemed safe to open. Only a manager or building supervisor should make such a decision. Rachel, Nancy or Mike need to be notified of any pool closures. 

Severe Weather: 
In the event of severe weather such as hurricane, winter storm, tornado, snow, etc., all employees should assume that they are working their regularly scheduled shift unless told otherwise by Rachel, Nancy, or Mike. 

Power outage: 
If the power goes out in the pools, blow your whistle to alert members that they must exit the pool area and the building as soon as they can. Lifeguards must be sure to secure all the doors to the pools. Please pass through locker room to help make sure that members are okay and help if needed prior to reporting to the front desk for further instructions. The supervisor on duty needs to sweep the basement once the power comes returns to make sure all the pumps and systems are running correctly. Please contact Rachel, Nancy or Mike if this occurs. 

Fire Alarm: 
Clear the pool and move everyone out of and away from the building, meeting in the front parking lot for the multipurpose pool and the parking lot towards the golf course for the competition pool. Stay outside with the swimmers and wait for further instructions from another staff member or emergency responders. Take a RADIO with you. 










Receipt of Aquatics Staff Handbook

I, _____________________________, have received a copy of the Aquatics Staff handbook. I understand that I am responsible for all of the information outlined in the handbook and any further information that is presented in the communication binder as well. 

I understand that I have an important role that comes with a great deal of risk. I will always provide a safe environment for the staff and members that use our pools and will use appropriate methods of communication when concerns arise. I acknowledge that practicing rescue skills is very important and that I am expected to attend all mandatory meeting as scheduled to ensure that my knowledge and skills are up to date. I will also complete my annual training card. 

I will respect the privacy and working space of my peers and supervisors. I will be sure to not handle, use, take, read, take things that do not belong to me without the expressed consent to do so. 

I understand that if I do not meet the expectations outlined in this handbook and my job description, disciplinary action may need to be taken. 

Print name: _______________________________

Signature: ________________________________

Date: ____________________________________
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