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SPRINGDALE AQUATIC CENTER (SAC) EMPLOYEES:
This handbook has been prepared for Springdale Aquatic Center employees.  It is hoped that this handbook will serve as an effective aid in orientation and in-service training for the aquatics center personnel.  All aquatic center personnel must be knowledgeable of and comply with the policies and procedures outlined in this handbook.

We welcome you to our pool staff and wish you well in your work.  Our swimming program relies heavily upon the level of competence of our staff.  As an employee of the City of Springdale, you are expected to conduct yourself as a representative of the Parks and Recreation Department and to carryout the responsibilities as outlined in this handbook.  We would like to thank you for being a part of our program and we are looking forward to a great summer!
Sincerely,
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Andrew Proffitt

S.A.C. Director
INTRODUCTION

Public swimming pools are maintained as a service to the community.  They provide an environment for recreational swimming and diving, competitive swimming, learning to swim, water safety instruction, therapy, and many other activities intended to appeal both to participant and spectator interests.

High standards must be maintained in the area of management, financial administration, personnel, and public health and safety.

The policies and procedures of recreation departments are based upon these regulations.  Pool operators must have a thorough knowledge of the policies to operate effectively.  This policies handbook is simply a guideline to the daily operations of the Springdale Aquatic Center and can be changed if necessary in order to ensure the safety and satisfaction of each patron.

An effective aquatic program requires that all staff members be acquainted with the rules and regulations governing the operation and maintenance of the swimming pool.  The attitude possessed and the behavior projected by individual staff members will reflect greatly upon the total recreational program and upon the department.

The chief responsibility of every aquatic center employee is to safeguard the patron and to send the patron away from his or her experience at the pool in a relaxed and happy frame of mind.  To these ends, each employee, regardless of classification, should cultivate a courteous attitude and should develop tact, courtesy, willing service, and a pleasant smile which will promote the pool and its activities.

It is hoped that employment with the Springdale Parks and Recreation Department will be an enjoyable and profitable experience.

HOURS OF OPERATION
The Aquatic Center will open Memorial Weekend if weather permits.  It will close for the season on Labor Day or as directed by the Director.



Monday through Saturday

12:00 to 6:45



Sunday



           1:00 to 6:45

ADMISSION FEES

ALL PERSONS ENTERING THE AQUATIC CENTER WILL PAY ADMISSION PRICES

DAILY




4 & UNDER




$2.00




5 & OVER




$4.00




50 $1 COUPONS BOOK


$40.00

 


Discounted Rate After 5:00 PM







4 & UNDER




$1.00




5 & OVER




$3.00




Group of 10 or More



$3.20 per person

Employees of SAC



Free
ADMINISTRATION ORGANIZATION

The responsibility for the operation of the Springdale Aquatic Center rests with the Director of Springdale Parks and Recreation and the delegated sub-ordinate members of the staff.  Aquatic Center Staff at all levels are responsible for maintaining high standards in all levels of the pool operation.

The administration structure for the Springdale Aquatic Center is as follows:

MAYOR & SPRINGDALE CITY COUNCIL

PARKS AND RECREATION DIRECTOR

SAC DIRECTOR / YOUTH CENTER DIRECTOR
GENERAL AQUATIC MANAGER

ASSISTANT MANAGER
HEADGUARDS & SAFETY

LIFEGUARDS / CLEAN UP / ADMISSIONS
This administrative structure or organization chart provides the employee with the “chain-of-command.”  Follow this chart when trying to resolve any problem or question you might have.

SAC 2012 Management Team:

SAC Director: …………………………Andrew Proffitt

Manager: ………………………………Jeremy Krumwiede

Assistant Manager: ………………..Jodi Friedman

Assistant Manager: …………..……Chris Collins

Head Guard: …………………..…… Jessica Anderson

Head Guard: ….………………..…….Carlos Treviño-Frank

JOB DESCRIPTIONS

SAC Director:

1.   Responsible for all hiring of the Springdale Aquatic Center Staff.

2.   Responsible for all daily operations, functions and programming of the SAC.

3.   It is his/her duty to do the payroll and keep accurate records of staff hours.

4.   Keeps the Aquatic Center deposit book updated at all times.

5.   Responsible for daily receipts and the depositing of such.

6.   Hiring and training of all clean-up and admissions staff.

7.   Maintaining the budget as allocated by the City of Springdale.

8.  Responsible for communicating with the Red Cross Office and the Health Department as to proper procedures.

GENERAL AQUATIC CENTER MANAGER JOB DESCRIPTION:

Department:


Parks and Recreation

Job Title:


Pool Manager

Immediate Supervisor:  
SAC Director
Supervisor:


Parks & Recreation Director

REQUIREMENTS OF POSITION

 Must be at least 18 years of age.

 Must have management experience and familiar with pool operations.

 Some lifeguarding experience.

 Must possess or have the ability to obtain the following:

CPR and First-Aid.

POSITION SUMMARY

Responsible for daily operations of the Springdale Aquatic Center, including all pools and slides, dressing room facilities, offices and storage space, and pool equipment.  The work includes supervision and training of a large staff, promotion and implementation of programs, public relations, and daily facility maintenance.  The Pool Managers perform under the supervision of the Recreation Superintendent.

PRIMARY RESPONSIBILITIES AND DUTIES

 Supervises the activities in and around the pool to see that policies, rules, and regulations are observed.

 Handles and promptly reports any problems which may arise.  Problems may include public relations, staff relations, and facility or equipment needs.

 Completes Suspension Report form for patrons who have received multiple warnings during a day.

 Helps Head guard and Safety and Swim Instructor maintain a staff schedule, including staffing for swim lessons, daily pool needs, and special parties.

 Insures cleanliness of facilities, proper chemical content in pools, proper care of equipment, and efficient management of cash flow and requisition of supplies.

 Reviews the swimming lessons with instructors.

 Supervises all pool personnel job performances and pool facilities and corrects any complications that may occur.

 Continually seeks to upgrade the swimming pool policies and programs.

 Daily checks all pool facilities, including the water, building and deck maintenance.  

 Responsible for determining the number of guards and their position necessary to be on duty to assure adequate public safety.

 Responsible for clearing the pool of all swimmers when there is an electrical storm and/or weather warning.

 Helps resolve any working matters involving the staff, children, adults, and/or parents.

 Responsible to aid in all pool mechanics operational procedures.

 Responsible for securing the building upon closing.  

 Responsible for checking out keys to staff when necessary.

 Responsible that either the Assistant Aquatic Center Manager/Head guard or him/her self be present at all times the pool is open.

 Schedule staff meetings.

 Approve all scheduled programs at the Aquatic Center.
 Other duties as assigned by management.

ASSISTANT AQUATIC CENTER MANAGER
Department:


Parks and Recreation

Job Title:


Assistant Pool Manager
Immediate Supervisor:  
Pool Manager

Supervisor:


SAC Director
REQUIREMENTS OF POSITION

 Current Lifeguard Training

 Current CPR and First Aid

 Minimum 2 years guarding experience

POSITION SUMMARY

Thorough knowledge and enforcement of the facility procedures, rules and regulations, forms and reports, and legal issues is required.   The Head Lifeguard must possess the following:
· Leadership skills

· Fairness and consistency with all staff and personnel

· Reliability

· Professionalism

· Public relationship skills

· Good communication and organization skills

· Knowledge in the day to day operations of the SAC

PRIMARY RESPONSIBILITIES AND DUTIES

 Assist in training of both new and returning staff members.

 Responsible for collecting available dates of guards and scheduling 14 guards per opening day.

 Assists the General Manager in the direct supervision of the aquatic center personnel and facilities. 

 Assist lifeguards with daily operations.

 Supervise the opening and closing duties for the facility.

 Communicate with Pool Manager regarding policies, procedures, and day to day operations.

 Enforce all pool rules and regulations.

 Effectively communicate with patrons, staff, and manager.

 Check on lifeguards each hour for bathroom breaks and make sure guards have plenty of fluids.

 Assist with scheduled aquatic programs.

 Carry out duties as assigned by management.
 Deck Rover Responsibilities – constantly roam the deck and dressing room areas.

 Assumes lifeguard duties as needed.

 Assume all responsibilities of manager in their absence.

 Daily checks the facility for cleanliness.

 Assist in evaluating staff and programs.

HEAD GUARD JOB DESCRIPTION:

Department:


Parks and Recreation

Job Title:


Head Guard
Immediate Supervisor:  
Pool Manager

Supervisor:


SAC Director
REQUIREMENTS OF POSITION

 Current Lifeguard Training

 Current CPR and First Aid

 Minimum 2 years guarding experience

POSITION SUMMARY

Thorough knowledge and enforcement of the facility procedures, rules and regulations, forms and reports, and legal issues is required.   The Safety and Swim Instruction Manager must possess the following:
· Leadership skills

· Fairness and consistency with all staff and personnel

· Reliability

· Professionalism

· Public relationship skills

· Good communication and organization skills

· Knowledge in the day to day operations of the SAC

PRIMARY RESPONSIBILITIES AND DUTIES

 Assist in training of both new and returning staff members and assures all staff members have proper certification for lifeguarding.
 Communicating proper procedures for swim lessons to appointed session supervisors.

 Completes all paper work for the swim lessons.

 Assists with scheduled aquatic programs.

 Oversees swim tests.

 Responsible for mechanical operational procedures when assigned by the manager.

 Cooperates with assistant manager to divide duties of manager in their absences.

 Assumes the role of assistant manager or manager when assigned that duty.

 Works as manager-on-duty in absence of other managers.

 Assume the role of a lifeguard when needed.

 Assures proper care of swim lesson toys.

 All other duties as assigned by management.

This is a part of the SAC Management team.  The Head Guard serves as a liaison between lifeguards and managers and between lifeguards and patrons.  The Head Guard spends most of his/her day on the deck interacting with employees and patrons.  
LIFEGUARD/SWIM INSTRUCTORS JOB DESCRIPTION:

Department:


Parks and Recreation

Job Title:


Lifeguard

Immediate Supervisor:  
Head guard, Assistant Manager, or Manager

Supervisor:


SAC Director
REQUIREMENTS OF POSITION

 Current Lifeguard Training

 Current CPR and First Aid

POSITION SUMMARY

The purpose of this job is to recognize and eliminate hazardous conditions or behaviors that could result in injury.  Thorough knowledge and enforcement of the facility procedures, rules and regulations, forms and reports, and legal issues is required.   Lifeguards must be:
· Reliable

· Mature

· Courteous and consistent with all staff and patrons

· Positive

· Healthy and fit

· Alert and attentive, maintaining 10/20 at all times while guarding

· Ready and able to react to any and all emergencies

PRIMARY RESPONSIBILITIES AND DUTIES

 Preventing injuries by eliminating hazardous situations and behavior.

 Recognizing and responding quickly and effectively to all emergency situations.

 Providing emergency care when needed.

 Informing other lifeguards and facility staff when more help or additional equipment is needed.

 Maintaining 10/20 rule of protection while on-duty.

 Report ready for duty in guard position 15 minutes prior to when shift begins.

 Always have a whistle and wear approved swimming suit.

 Be professional, alert, courteous, and always act tactful.

 At least one guard should be on duty on the guard stand whenever there is anyone in the pool.

 Maintain an upright and alert position while on the stand or roving the deck.

 Maintain constant scanning of pool (top, middle, and bottom).  Eyes always on the water.

 Minimize visiting with the public while on the guard stand.

 Not only guard the lives of the patrons, but also maintain discipline among the more active ones so as to ensure the comfort of others.  Do not tolerate rowdiness.

 Promptly enforce all facility rules.  Always be consistent.

 At the time each shift ends, the guards should remain at their stations until all patrons have cleared the deck.

 In case of illness, notify the managers as early as possible.

 Lifeguards are responsible to work as scheduled.  Any deviation from the schedule must have prior approval of the General Manager or Assistant Manager.

 When rotating guard positions, one must wait for the next guard to take his/her position to be at their guard stand and watching while he/she climbs down for the stand.  At no time should the area be unguarded.

 Maintain proper sun protection. (Always wear sunscreen, sunglasses, and/or hat.)

SECONDARY RESPONSIBILITIES AND DUTIES
 Educating patrons about facility rules and regulations.

 Helping patrons locate a missing person.

 Maintaining a clean environment.

 Completing safety inspections of equipment.

 Keep all litter picked up and keep all lifeguard, lifesaving and first aid equipment in readiness.

 Completing required reports and forms.
PUBLIC RELATIONS

Positive staff public relations skills are essential for the efficient operation of the pool program.  When dealing with the public, the following guidelines should be remembered:

1. A happy, smiling staff, with a cheery word for everyone will make the pool take on a real recreational atmosphere and will be a pleasant place to work and play.

2. DO NOT sacrifice safety, principals, or policies for the sake of being a nice person.  If a patron must be reprimanded, be as tactful as possible.  If the patron becomes demanding or hardnosed, stand your ground.

3. DO NOT argue with patrons over rules or swimming lesson procedures.  Please refer to the manager on duty for settlement of problems.

4. When a patron does approach staff with complaints, be courteous and listen to the nature of the complaint.  If the guard can handle it, assure the patron that measures will be taken to correct the situation.  If you cannot handle the situation please refer to General Manager or Assistant manager, or ask them to fill out a complaint form available in the office.

REMEMBER
· Our best advertiser is a satisfied patron.

· Every taxpayer is your employer.

· Courtesy, safety, and clean facilities are essential for good pool operations.

WORK STANDARDS

Appearance: 

1. Managers, Assistant Managers, and Head guards will be issued swimwear and t-shirts that are a different color from lifeguard suits.  While on duty, you must wear the designated swimsuit and/or t-shirt so that patrons and staff know who is on duty.  Keep a clean and professional appearance when possible.  Suits may not be altered.  Do not cut off t-shirts.  Wear black, blue, or red shorts (no other color) with your issued swimsuit.

2. Lifeguard issued bathing suits (red) must be worn properly at all times (including swim lessons, private parties, and special events).  Suits may not be altered.  Girls’ straps may not be tucked in.  Waistbands may not be rolled over.  The guard issued t-shirt, tank tops, sweats, and red or navy shorts for girls are the only items allowed to wear over your suit.  Wear a red or navy hat if desired.  Towels wrapped around you on the stand are prohibited.  Keep a clean and professional appearance when possible.  Cut off sweat pants are allowed. 

3. Lifeguards will be issued a whistle and lanyard.  Only a Fox40 whistle will be used and lifeguards must pay for their own replacement if lost or broken.

4. Admission and Clean-Up Staff will be issued a t-shirt to be worn while on duty.  Keep a clean and professional appearance when possible. 

Work Hours:

1. Managers:

a. Relatively fixed schedule, between thirty-five and forty hours per week.  Schedule among themselves to have at least one on duty everyday or two depending upon how busy the day will be.

b. The schedule will be approved by the SAC Director.

c. Managers will make sure their fixed shift hours are covered when they plan to be gone.

2. Lifeguards:

a. Lifeguards are expected to be at work at least 15 minutes early.  Use this time to get your water bottle ready, sunscreen on, and your tube and guard pack ready.  You need to be on the stand at 11:55 sharp.

b. Each guard will get two 25 minute breaks on a 12:00 – 6:45 day.  Shorter opening hours may mean certain guards will only get one break.  

c. If management decides between 11:30 and 12:00 that the pool will not open due to severe whether, you can clock in one hour of work if you have shown up for the day.

d. Lifeguards can pick up extra hours by working pool parties, swim lessons, and other pool scheduled events.
3. Time Sheets:

a. All employees are expected to keep a current daily time sheet.  This is your responsibility to keep up with.  If you do not keep it current, you will not get paid for those hours.

b. You clock in your time when you start working, not when you show up.  Clock out when you stop working, not when you leave.

c. Inaccurate representation of hours will result in termination.

d. For private parties, you may clock time and a half on the designated area on your time sheet. 

e. Managers will double and triple check time sheet to insure accuracy and will record all SAC staff hours on official City Of Springdale time sheets.

f. One pay period consists of 2 weeks, Sunday through Saturday.  Make sure your time sheet is signed or your paycheck will be delayed.

4. SUBS:

a. Each guard is responsible for finding their own sub.  Before a sub is found, you must check with a manager to get prior approval for that sub.  Part-time employees get first chance at available subbing hours.  If no part-time employee is available, then another guard may be called.  However, a manager must be involved in the whole process.

b. Once a sub has been approved and they agree to work, they must sign a sub form.  If the guard originally scheduled does not make sure this happens, they are still responsible for their shift.  The sub form must then be signed the head guard or a manager. 

c. Excessive absences and/or tardiness can result in termination of employment.

d. Calling in at the last minute to say that you cannot work is not acceptable.  This type of action is irresponsible and will not be tolerated.  
e. Never leave it up to a manager or head guard to find your own sub.  It is your job.

5. Extra Hours:

Guards can pick-up extra hours by working pool parties or helping management with big cleaning projects.  Only pool parties are counted as time and a half.  There is no overtime pay.

Staff Conduct:

a. Consider the health and safety of the guests as the first concern.

b. Each staff member will be expected to conduct themselves in an appropriate and professional manner at all times while on duty.  This includes any time that you’re wearing your SAC Staff shirt.
c. Follow all facility rules and regulations, ALWAYS.

d. Perform duties as directed efficiently, appropriately, and to the best of his/her ability.  No person is too high to do any job that is too low.
e. Act in a mature, ethical, and professional manner at all times.  Be Responsible.
f. Work with the public using a helpful and pleasant manner.

g. Do Not use profanity, vulgar language, or inappropriate gestures while on the premises either to patrons or co-workers.

h. NEVER discuss personal issue in the presence of the pool guests.  Personal problems with other staff members are to be discussed in private.

i. Remain at the facility working until your shift has completed its scheduled time or you have been dismissed by a manager.

j. NEVER take any articles from the designated LOST AND FOUND area unless pre-authorized by a manager.

k. NEVER smoke, use smoke-less tobacco, drink alcohol or use illegal substances during work hours or while wearing SAC uniforms or T-shirts.  You may leave the premises of the SAC smoke breaks, but you must change out of your SAC issued t-shirt.

l. If management finds that a member of the staff is having problems with professionalism, they will privately speak to the individual.  First warning.

m. If behavior continues to be disruptive to work environment, the staff member will speak to the SAC Director.  Termination of employment is an option if need be.

n. Managers will not tolerate tardiness or unexplained absences.

STAFF LOUNGE:
· Each full time guard will be assigned a locker.

· No open food or drinks are to be kept in lockers

· The refrigerator is to stay clean of spills and spoiled food.

· Throw trash in trashcans and empty to dumpster at the end of each day.

· Clean up anything you spill or drop on the floor.

· The manager’s office is not the guards break room.  Guards are expected to use the break room only.  The manager’s office is off-limits to guards unless official business is being conducted.

· The locker room is your responsibility to keep clean.  If you do not, you will not have one.

· Do not open another guard’s locker without permission from that specific guard.  Theft or vandalism of another’s property will result in termination and possible legal action.
· No friends or family are allowed in the staff lounge during hours of operation and without proper supervision.
OPENING AND CLOSING PROCEDURES

Opening

1. Look around outside facility for trash, anything unusual/gates left open, water running, lights on, etc.

2. Unlock and shut gate.

3. Check and clean office.

4. Walk deck, check water level, pick-up trash, and make sure water features are off.

5. Don’t provide anything for swim team.  Be forceful but polite.

6. Chemical room: make sure everything is closed, locked, and ok.

7. Check water temperature.

8. Water and weed gardens.  Set sprinklers in the front of the facilities.

9. Clear wildlife from pool.

10. Check guard storage room.

11. Make sure water outlets are off.

12. Charge walkie-talkies.

13. Help cleaning crew with various tasks.

14. Between 11:30 and noon, turn on water features in chemical room, check chemical and water levels, close and lock pit building.  Put A-Frame board out front.

15. Turn on stereo and choose appropriate music for a family environment.

Closing

1. Check time sheets to make sure they are filled out properly.

2. File all forms/reports.  Put in tray the items of highest importance.

3. Check daily admissions log, sign it, have manager-on-duty place money in safe, close safe and be sure it is locked.  Have both doors to office locked while doing this procedure.

4. Have life guards walk the deck at least once to pick up lost items and trash.  Also look for any problems with the facilities.  Store items in the storage room.  If valuable items found, keep in manager’s office.  Put trash in yellow bins near the front and report any repairs or problems to the manager-on-duty. 

5. Walk deck, look for trash, inspect for problem areas.

6. Turn off water features and lights.

7. Check the maintenance and cleaning and make sure guards put tubes and fanny packs in proper storage.  Make sure swim lesson materials put in right spots.

8. Turn off breakers in electrical room that need to be off for the night.

9. Make sure exterior doors to pump building are locked and all doors inside facility are locked.

10. Walk through restrooms for visual inspection and then lock.

11. Check for unusual strangers around outside of facility.

12. Lock office and guard room.

13. Pull A-frame board from outside and put in family room and leave the light on.

14. Lock exterior gate.

15. If dark outside, have staff walk out in groups of two or more, never alone.

STATIONS

A1 – Deck Guard (Meter Pool)
· Assigned area: Rover entire deck area.

· Jobs: Keep people off of the lane rope and from swimming underneath it.

· Help guard the diving area when there is free swim.

· Occasionally the deck guard will be assigned to patrol the shallow pool from inside the water.

· Only adults are allowed in the lap lane.  They must be swimming laps.

· DO NOT stand or sit at another station (including first aid). This means you are not allowed to stand around and talk to other guards while you should be guarding.

· Equipment: tube, pack, emergency action button

A2 – Stand (Meter Pool)

· Assigned Area: Meter pool, primarily the areas surrounding the flotation devices on your side of the pool, but also includes basketball goals, lap lane, and deck.

· Rules for Floatation devices:

· No one over the age of 12 allowed on toys
· Cannot push or pull people off

· Cannot stand up on devices

· Cannot try to lift up structures or get too rough

· No jumping off of structures

· Equipment: umbrella, tube, pack, emergency action button

A3 – Diving Well
· Guard must be able to see both riders exit slides and swim to the correct ladder.

· Guard must dispatch all riders, do not just let them go on their own.

· Measure all riders before you dispatch.

· Slide rules:

· Single riders only

· Must be 48” or have passed the swim test

· Feet first only

· No sunglasses, watches, goggles, life vests, or shorts with metal allowed on the slide

· Equipment: tube, pack, emergency action button

A4 – Top of Big Slides
· Once the rider is out of the slide they must exit immediately

· Make sure they go to the correct ladder.  They may not swim under the rope or walk along the gutter

· Do not let anyone catch or help a child to the side

· Do not catch a child for anyone

· If a child has to be rescued, they may not go down the slides for the rest of the day.

· Equipment: tube, pack, emergency action button

A5 – Shallow Pool (North Side)
· All of the floatation device rules apply here

· If older children are too rough, send them to the meter pool (12 years and older)

· Do not let children sit on the dragon’s head

· Slide rules:

· Cannot walk back up the slides

· One at a time on slides

· Do not let them hang on the plunge pool wall

· Only one shallow pool guard may be in the water at a time

· Equipment: umbrella, tube, pack, emergency action button

A6 – First Aid Station 
· DO NOT sit or stand by the first aid station

· Check for swim diapers

· Rules: 

· 48” and under only

· Child must have an adult or someone 12 years or older with them at all times

· No running

· No climbing on the sprinklers.

· Equipment: emergency action button

A7 – Break

· Keep the break room clean (throw away your trash)

· Go out on duty no later than 5 minutes ahead of schedule (things gathered, water in bottle, sunscreen on, etc.)  This is the number one complaint from fellow guards.
B1 – Stand (Meter Pool)

· Assigned area: Basketball goal area primarily, but also floatation devices and the deck

· Rules for the basketball goals:

· No dunking or hanging on the rim

· Must be in the water to play (cannot shoot from the deck)

· Cannot stand or lean on the basketball goal

· Equipment: umbrella, tube, pack, emergency action button

B2 – Stand (Meter Pool) (By Lockers)
· See A2

· Keep people from sitting on the stairs

· Equipment: umbrella, tube, pack, emergency action button

B3 – Top of Drop Slides
· Swimmer must exit to the correct ladder and immediately
· Swimmer must be at the ladder before the next person in line jumps off of the board

· Lifejackets and goggles are prohibited off the boards

· Cartwheels, handstands, and seat drops are prohibited

· Patrons cannot sit on the gutter when watching the jumpers – they must be on the blue

· Parents can not catch or help a child to the side

· One bounce

· One person at a time on the board and board ladder

· Watch the Drop Slide water.
· Equipment: umbrella, tube, pack, emergency action button

B4 – Plunge Pool (Bottom of Tall Slides)
· See A3

· Keep all patrons to the right side of the stairs and on the blue steps

· Equipment: pack, emergency action button

B5 – Shallow Pool (South Side)
· See A5

· Equipment: umbrella, tube, pack, emergency action button

B6 – Wading Pool
· Rent lifejackets for collateral (only keys or drivers license) and record in the binder

· Make announcements (Do not play with microphone)

· Answer phone only when it beeps, not when it rings

· Make sure no cleanup is required after applying first aid.  If it is, call clean-up.

· Sit or stand in an attentive and respectable position

· Attend to and acknowledge patrons in a respectful, professional manner

· DO NOT sit on the first aid desk
· Report to area when emergency action tone is sounded and bring first aid bag

· Find head guard or manager when a swim test is needed

· Look up recorded swim tests and give appropriate wristband

· Equipment:

· First Aid pack

· ice chest filled with ice

· water cooler with ice and water

· swim test and lifejacket binders

· Keys/Drivers License organizer 

· microphone

· lifejackets

B7 – Break

· See A7

If you need assistance, contact a manager using the double whistle signal or use the emergency action button for emergencies.
Always stay at your station watching the water.  If you need a bathroom break, water, sunscreen, etc., contact the head guard.

Rotations must be done properly and promptly.  DO NOT alter or leave the rotation unless otherwise told by a manager or head guard.


At the end of the day, each guard will return their equipment to the storage room and place in proper order and area, unless told otherwise by a head guard or manager.  Emergency action buttons are returned to the head guard.  Each guard walks the deck once to pick up lost items, trash, and look for problems or repairs with the facility.  Store lost items in storage room and valuable lost items in the manager’s office.  Put trash in the yellow bins near the front.  Report any repairs or problems to the manager on duty.  


A manager may ask guards to leave their equipment at stations in order to prepare for private parties.

LIFE GUARD PROCEDURES

1. The following whistle signals should be the only ones used during operation of the facility.

a. One short whistle: to call attention of a pool patron.

b. Two short whistles: to call attention to pool staff.

c. Emergency Activation Tone: Danger/Emergency

2. Pool capacity: 1,250 patrons.

3. When guarding, lifeguards will have no other duties other than supervising the safety of the pool patrons.

4. Guards are expected to remain at the facility during their entire shift.  Bring lunch to work.  Anyone leaving the facility on break must have prior approval of management.

EMERGENCY ACTION PLAN

1. Guard initiates EAP (button or whistle)

2. First Aid brings supplies and is secondary rescuer.

3. Manager oversees to make sure everyone is performing proper role.

4. Head guard or manager will call 9-1-1.  Be ready with appropriate information.

5. Head guard and manager one will assist primary rescuer guard.

6. Admissions and clean-up will open south entrance gate and clear area of people and obstructions.  Admissions will not allow anyone to enter the facilities.

7. Guards will clear pool of emergency area.

8. Guards will observe and stand guard once pool is clear and control crowd.

9. Manager will find parent/guardian of victim and gather appropriate information.

10. Manager or head guard will come to front and escort EMS to scene, giving appropriate information.

11. Escort EMS out.

12. Manager calls SAC Director.

13. If serious response, pool closing is a possibility.  This is to be determined after contacting Andrew.  

14. Lifeguards will be debriefed, complete written report to include interviewing witnesses.

15. Complete incident report, prepare pool for re-entry, and conduct safety check of equipment.

16. Head Guard puts guards back on rotation schedule.  Head Guard and deck guard replace stand guards who performed rescue until after they are debriefed.

17. Manager will call a sub if needing replacement guard.

18. At end of day, a short meeting to discuss the correct and/or incorrect procedure to take place between management and staff. 

POOL AREAS 

1. Meter Pool:

a. The floating play toys are for ages 12 and younger only.  No standing on, jumping off of, or tipping the floating toys.

b. No hanging on the basketball rims or nets.  No dunking.  Only shoot ball while in the water.

c. No hanging on the lap ropes.  Lap lane for swimming laps and swim tests only.

2. Diving Well:

a. Diving Boards: One at a time on diving boards.  Must wait until previous diver has reached the ladder before diving.  No jumping to the side of boards.  One bounce only.  No running on the boards.  No swinging on the board rails.

b. Drop Slides: Must be 48” or have passed a swim test to go down drop slides.  One at a time.  Must wait until previous swimmer has reached the ladders.  No jeans, watches, sunglasses, and minimum jewelry on the slides.

c. Free Swim: Must be approved by a manager.  No life-jackets.  No flips off the side of the pool.  No swimming under the lane ropes.  The deck guard, A3, and B3 will guard the diving well during a free swim.

3. Shallow Pool:

a. The floating play toys are for ages 12 and younger only.  No standing on, jumping off of, or tipping the floating toys.

b. No walking up the slides.  

c. Keep fingers out of water sprinklers and sprayers.

d. No running.

e. Do not hang on the plunge pool wall.

4. Tube Slides:

a. Must be 48” or have passed a swim test to go down tube slides.  One at a time.  Must wait until previous swimmer has exited the plunge pool.  No jeans, watches, sunglasses, and minimum jewelry on the slides.

5. Wading Pool:

a. 48” and under only with a supervisor (at least 12yrs old).

b. No running.

c. Keep fingers out of water sprinklers and sprayers.

d. Older siblings are allowed to watch younger siblings play as long as they stay seated on the red benches.

e. No climbing on the sprinklers.

DISCIPLINARY ACTION PROCEDURES

Disciplinary Guidelines:

· Use a non-challenging or non-threatening way of correcting the guests.

· Make corrections immediate and specific.

· Be CONSISTENT AND FAIR in enforcement of the rules and regulations.

· Be firm and impartial.

1. Pool patrons that are not abiding by the Aquatic Center Rules are subject to:

a. Period of sitting out of the pool (time out).

b. Dismissal for the day (all dismissal shall be handled by manager on duty).


c. Dismissal for a time period as deemed necessary by the General Manager.


2. Multiple or repeat violations could result in suspension as deemed necessary by the Manager-on-Duty.

3. All disciplinary action taken is to be documented on the forms provided in the office.

4. If a patron will not leave the pool area as requested by the staff, you are instructed to call the Springdale Police Department for assistance.  Please use discretion and prudent judgment in these matters.

The disciplinary action depends upon the degree of violation of the rules which jeopardize the safety and comfort of the pool patrons.

Violations and Penalties



	First Major Offense
	Penalty

	
	Fighting
	1 day to 1 week

	
	Stealing
	Call PD & out for season

	
	Cursing
	1 day to 1 week

	
	Fake Drowning
	1 day; return with written apology signed by parent for minors

	
	
	

	Second Major Offense
	Penalty

	
	Cursing
	1 day to 2 weeks

	
	Fighting
	1 week to 1 month

	
	Fake Drowning
	Out for entire summer

	
	
	

	Third Major Offense
	Penalty

	
	Cursing
	Out for entire summer

	
	Fighting
	Out for entire summer

	
	Fake Drowning
	Out for entire summer

	
	
	

	Other Major Offenses
	Penalty

	
	Vandalism
	case by case

	
	Repetitive Rule Breaking
	case by case

	
	
	

	All first minor offenses, talk to patron to explain future consequences for violations.

	
	
	

	For horseplay, running, pushing, etc:

	
	First offense: 
	 whistle and warn

	
	Second Offense: 
	 Have them read rules of pool for comprehension

	
	Third Offense: 
	 Time-out for < 5 min. & speak to head-guard before re-entry

	
	
	

	Public Display of Affection:
	

	
	First Offense: Guard whistles to Head Guard and Head Guard gives warning

	
	Second Offense: Head Guard will request manager remove from facility

	
	
	

	Deal with other offenses in a mature and careful manner.

	
	
	

	Record all major offenses with violator and keep in a file for reference.


INCLEMENT WEATHER PROCEDURE

The SAC manager is responsible for the health, safety, and welfare of all patrons and personnel.

1. Recognize conditions for the day.

2. Announce and update patrons on approaching severe weather.

3. Have admissions remind patrons that there are no refunds for bad weather.

4. When announcing to patrons to exit pool, tell admissions to refuse entry of approaching patrons.

5. Deal with irate patrons, case by case, who feel they deserve their money back.  Try to enforce no refund policy.  Contact Andrew if needed.  Use the coupon books.  No Cash Can Be Given.
6. Make a decision on when to exit the pool; have manager make announcement from office.  Turn down music and remind patrons there are no refunds.  Also tell patrons to gather belongings and move to concessions area.

7. Head guard turns off water features.

8. Guards stay at stations until water and deck cleared; guards remind patrons to bring their belongings to concessions area.  Guards close and secure umbrellas.

9. Assign guards to keep track of patrons.  Make sure they stay in covered area.

a. Assign guard at meter pool to watch bathrooms and front/entrance.

b. Assign guard at shallow/wading pool to watch concessions.

c. Assign guard at first aid to stay unless severe weather happens.  Head guard will help if busy, checking in life jackets and such.

d. Assign guard at top of slides/plunge to run errands, get stuff on the deck for patrons.

10. Manager makes final decision to close, announces from office and calls Andrew.

11. Follow closing procedures.

RAINY DAY PROCEDURE

1. All personnel will report to work rain or shine unless called by the manager.

2. The manager will prepare a project list for rainy weather.

3. On inclement weather days, manager will evaluate climatic condition and possibly delay opening.  All efforts shall be made to open the Aquatic Center should conditions become favorable.  Operating the Aquatic Center on a limited basis with a limited staff is preferable to not opening.  (This does not include thunderstorms.) 
4. The SAC Director will determine whether or not to open the pool for the day.
OPERATING SHORT STAFFED

1. If number of guards scheduled do not show up, call missing guard immediately and find out why they are not at work.  

2. Call other guards to see if they can sub for the day or part of the day.

3. Expendable stations:

a. Deck guard

b. Wading pool

c. B1 Meter (Adjust B2 for wider scanning coverage)

4. Rotation stays the same, just skip unmanned stations.  Every guard still gets their breaks.

SWIM TESTS

1. The head guard or manager will conduct the swim test to children under 48” tall who are interested in going down the slides and diving boards of the Aquatic Center.

2. Swim tests will be taken in the lap lane of the meter pool.

3. Strong swimmers that swim the width of the meter pool will be allowed use all play structures and slides in the SAC.  Their name and swim status (all access, tube slides only, or tube slides and diving boards) will be recorded in a swim test binder along with the name of a parent and the swim test conductor.  A colored wristband will be given to the child depending upon their swim status.

4. Weaker swimmers that make it only half way the width of the meter pool will be allowed to only use the tube slides, diving board, or neither depending upon the discretion of the swim test conductor.  The swimmer’s information will be recorded in the swim test binder and a colored wrist band will be given to the child depending upon their swim status.  

5. Swim test colored wristbands will be changed every-other-week to a different color. 

DAY CAMPS ENTRANCE

1. Day camps contact the Youth Center before coming to the pool.  Group will be scheduled on the Manager’s Office calendar labeled “Day Camps”.

2. Leader in charge of the day camp outing goes to admissions to pay for group.  Other counselors and the children enter through the side black gates into a grassy area by a manager.  Make sure the gate is relocked.

3. The manager or assistant manager will go over the SAC rules with the group.  Emphasize the following:

· No running at all

· No gum

· Eat only in the concession area

· No horseplay

· No rough play

4. Ask group leader if they want their group to stay in a specific pool area and then remind the children of the request.

5. Explain the swim test procedures and have those who need a test line up.  One manager sends children across the pool one at a time while on the other side another manager will evaluate the child’s swim level.  Record the child under the Day Camp’s name.  Keep the Day Camp lists at the back of the swim test binder.

6. Request for announcements will be granted.

7. Admissions writes out a receipt for Day Camp’s records.

8. Make sure counselors help watch the children.

9. When the day camp leaves, a manager will let the group out of the same black gate they came in.  Make sure the gate is relocked.

PRIVATE PARTY PROCEDURE

1. The Youth Center will schedule private rentals and give copy of “Rental Policy” sheet to the Manager’s office.

2. Managers and Assistant Managers will decide one week before as to who will supervise the party.

3. Supervisor will decide appropriate number of guards needed based on numbers attending.

Scale:


a. 0-75 People = 1 Manager and 6 guards (1 shallow, plunge, top of 


tube slides, 2 meter, and diving well)


b. 76-150 = 1 Manager and 8 guards (2 shallow, plunge, top of tube 


slides, 2 meter, diving well, and drop slides)


c. 150-225 = 1 Manager and 10 guards (2 shallow, plunge, top of tube 


slides, 3 meter, diving well, drop slides, and deck guard)


d. 225 and up = 1 Manager and 12 guards

4. Lifeguards sign up for private parties on a first come-first serve basis.

5. Depending upon the stations and number of guards, the private party supervisor will have the stations at the end of public swim leave their equipment, so it will be ready for the party guards.

6. Write private party on the A-frame announcement board that sits outside admission gate.

7. If evening party, turn on pool lights and large deck lights located in the pump room.  Turn on entrance lights located in the staff lounge.

8. Supervisor will count private party attendees and direct them to concessions to go over the pool rules.

9. Make sure guards are ready before letting guests swim.

10. Coolers and food are allowed, KEEP IN CONCESSIONS AREA.

11. No alcohol, tobacco, or illegal substances.

12. The manager will help with life jackets and conduct swim tests.  No need to collect collateral with life jackets.  Record swim test results as usual.

13. Supervisor will ensure that attendees follow all aquatic center rules and policies.

14. Get guest out of water fifteen minutes before time is up.

15. Guards stay on deck until pool deck is cleared.

16. Guards and supervisor walk deck and pick up lost items.  Try to give to the renter.  

17. Follow closing procedures once attendees have exited the SAC.

Birthday Pavilion Parties
A. The Youth Center will schedule rentals and give copy of “Rental Policy” sheet to the Manager’s office.
B. Cake, juice and presents are allowed, but must be contained to the pavilion area.  A management member will allow a patron through the black gate if bringing in food and drink.

C. Rental is only good for the pavilion; patrons must pay for each attendant that enters the aquatic center.
POOL AND PUMP MAINTENANCE AND RESPONSIBILIITES

Pool technical and chemical maintenance is the responsibility of the CPO Facilities Superintendent and CPO Maintenance Supervisor of the City Of Springdale.  Managers are to continually observe the mechanical operation of the pool and contact a CPO or the Recreation Superintendent when a problem arises.  Managers should monitor the chemical levels for each pool on an hourly basis, add water to pits when needed (approximately 1 to 1½ foot above the white foam block in the pit), and check water temperature.  

Managers may receive directions by CPOs dealing with chemical maintenance.  Follow the directions, but if any confusion occurs speak with CPOs again.  Make sure to take all precautions when handling chemicals.  Use protective goggles, gloves, and apron.

The manager-on-duty may fix minor repairs and problems but must contact a CPO and describe the problem and actions taken to assure it was done properly.  There should not be any circumstances for a lifeguard to be in the pump room.
POOL CONTAMINATION PROCEDURE

· Once you have discovered that any human or animal waste has contaminated the pool, announce over the intercom that the specific pool as closed and will reopen as soon as possible.

· Guards for that pool area will assist the swimmers out, help answer questions, direct concerned patrons to the manager, and not allow any swimmers in the area to re-enter without further notice.  Guards cannot leave their station unless rotating, but may roam the perimeter to assure that not swimmers re-enter the closed pool.

· Have the clean-up assist in cleaning out the solid pieces of waste.  

· Equipment: pool net, pool brush, latex gloves, and disposable bucket.

· Notify Facilities Superintendent or Maintenance Supervisor for chemical advice based the severity of the contamination.

· Allow patrons to re-enter based on timeline given by the CPO contacted.  This is usually a 15-30 minute wait for re-entry.

MAJOR REPAIRS

· When equipment failure or other facility-related problems are encountered, the manager or assistant manager in charge must be notified immediately.

· Once the manager has carefully assessed the problem, he/she has authority to make the decision to close the pool or portions of the pool if the health and safety of swimmers are threatened.

· The manager must inform the SAC Director immediately.  The Facilities Superintendent or Maintenance Supervisor will usually be able to repair the problem without extra help.  If necessary, they will decide whether or not to call a professional repairman based upon the complexity of the problem.

KEY DISPERSAL

· Keys to gate and office will be given to each Manager.  If plenty of master keys are available, preference will be given to managers whose normal work hours require them to open or close the SAC facilities.  Always keep a spare master key in the manager’s office key box.

· Head guards will be given key to office and gate.

· No one else needs keys.  If circumstances require another staff member to have a set of keys, they will be dispersed by a Manager with the approval of the SAC Director.

· Each person receiving keys will sign a Key Dispersal Form and be expected to return the keys at the end of the swimming season.

· A fine of $20 per key will be issued for each lost key.

LOST AND FOUND POLICY

The City of Springdale is not responsible for lost or stolen articles left in the SAC.  Articles like towels or goggles will be discarded after 30 days.  Clothing, towels, toys, etc., will be kept in storage and laundry room while valuable items will be kept in the manager’s office.

Managers may loan out lost and found items such as towels and swimwear when patrons are not wearing appropriate swim apparel themselves.

ADMISSIONS STAFF

Admissions staff is responsible for taking admission and managing the phones during public hours.  Daily start-up money should equal $300.  Admissions monitors those entering the pool, assuring prohibited items are not brought in and the parking lot area.  A Daily Income and Attendance report is to be filed by admission staff member.  

Most importantly, be friendly and polite to paying customers.
Start-up Change:

3-$10

           $30

10-$5


$50

210-$1

           $210
Quarters: 40

$10
Total


$300

If during the day admissions runs out of one dollar bills or quarters, the Manager will be contacted by admissions staff.  If he/she cannot retrieve change, the manager-on-duty will appoint a staff member to do the job.

Help enforce pool rules as patrons enter. 

1. No Food, Drink, or Coolers (only water in sealed bottles)
2. No Floaties, inner-tubes, water-wings, or other floatation devices

3. Children under 9 must have responsible adult supervisor

4. No tobacco, alcohol, or illegal substances

Direct all phone calls concerning swim lessons and private pool rentals to the Youth Center at 750-8185.  Answer all other phone calls in a polite manner and be as helpful as possible.  Direct any calls beyond your scope of answering to a manager.

At the end of the day, put start-up money for the next day in a moneybag and subtract from the total for the day.  Fill out the Income and Attendance Report for the day and have it counted and signed by the manager-on-duty.  The manager will put the start up change in the safe.  The manager will put remaining income, Daily Income and Attendance Report, and Register Receipt in a moneybag and deposit the moneybag in the safe and lock.

REFUND POLICY

In the case of an emergency closing of the Springdale Aquatic Center due to mechanical problems or sanitary issues, patrons paying within the past thirty minutes will be given a refund using admission coupons.  Use good judgment.  No refunds will be granted for closure due to inclement weather.
Patrons with personal emergencies that must leave the pool immediately can speak with management over a refund.  Avoid refunds if the patron has been in the facilities for more than thirty minutes.  If the patron is insistent despite the length of time at the pool, give coupon refunds and contact the SAC Director.  Only the manager-on-duty can approve a refund.  Again, use good judgment.

Money travels from the patron to the register, never the opposite.  

LEAVING AND RE-ENTERING 

Patrons may leave and re-enter the SAC to quickly run to their car or step outside the facilities to smoke.  Direct smokers away from the entrance of the building.  They must speak to staff member in the Admissions office first.  Never allow a person to re-enter if gone for more than 15 minutes.  Again, use good judgment.

AREAS OFF LIMITS TO PATRONS AND STAFF

Patrons are only allowed to use the pool and public restrooms of the SAC.  They are not allowed to enter any red doors of the facility.  Lifeguards may not allow visitors in the staff lounge during hours of operation.  This is to avoid accusations if something were to go missing in another staff member’s locker.  Avoid allowing patrons use of staff phone; it needs to be free for business and emergencies.  

Lifeguards are not allowed to make personal phone calls on staff phones without permission from the manager.  Lines need to be free for business and emergencies.

Lifeguards are not allowed to go into the pump or mechanical room without permission from a manager.  This is to avoid any potential dangers involving electric and pool chemicals.

CLEAN-UP AND MAINTENANCE RESPONSIBILITIES

Clean-up is responsible for maintaining a healthy and clean atmosphere.  Staff must clean in and around the SAC and help managers and patrons when needed.  A check list of items will be kept in the Janitor’s Closet to be signed and dated when completed.  1 sheet for the morning shift and 1 sheet for the afternoon/evening shift.  New check list for each day are kept in the manager’s file cabinet.  Clean up is scheduled by the pool manager.  Maintain a positive and helpful attitude towards peers and patrons as a contributive staff member.
Morning responsibilities:  Clean-up should arrive two hours before the start of swim lessons or public swim.

1.  Clean bathrooms (men, women, and family)

     A.  Sweep, hose, and disinfect floor of bathrooms and showers.

     B.  Empty all trash cans, including women’s small waste baskets.

     C.  Replace all toilet paper rolls.

     D.  Make sure all soap dispensers are full.

     E.  Clean sinks, toilets, and mirrors.


*Power wash bathroom floors once a week.

2. Check all facility trash bins and empty ones that are at least ½ full.

3. Check concession area and sweep up any trash or food.

*Power wash concession area at least once every two weeks.

4. Walk deck, check gutters, and sweep up any leaves or trash.

5. Clean up during and after Birthday Pavilion rentals.

Daytime responsibilities:

1. Promptly enforce all facility rules (no food/drinks on deck).

2. Check all bathrooms every hour.  Sweep floor, replace toilet paper, and clean big messes.

3. In case of contamination, it is your responsibility to clean and disinfect the area.

4. Walk the deck and the perimeter of the facilities to ensure cleanliness.

5. Respond to clean-up requests by the manager-on-duty.

6. Be moving at all times; there is always something to do.

7. Clean up during and after Birthday Pavilion rentals.
Evening responsibilities: clean-up cannot leave until they have notified the manager-on-duty that they have finished their duties.

1.   Concession area.

A. Empty all trash cans and take trash bags to dumpster.

B. Replace trash bags.

C. Lift tables.  Sweep and hose concession area.

2.  Bathrooms

A. Flush all toilets before you leave.

B. Check trash cans and replace any at least ½ full.

C. If there are swim lessons or a pool party, make sure there is toilet paper in each stall.

3. Store lost and found in storage room or manager’s office.

4. Walk the deck and gutters.

5. Empty the First-Aid trash can.

6. Clean up during and after Birthday Pavilion rentals.

SWIM LESSONS

Registration:

· Registration will be handled by the Youth Center staff.  

· There will be 4 swim lesson sessions for a total of 8 weeks during the summer.   The first 4 weeks in June, then the last 4 weeks in July.

· Swim lessons will be held Monday through Thursday for 2 weeks.

· Each daily lesson will last 50 minutes.

· Three lesson times per session 9:30, 10:30, and 7:00.

· Swim lessons cost $50 per child for a session.

Safety and Swim Instruction Manager:

· The SSIM will schedule guards to teach lessons for the 4 sessions.  Guards should expect to teach at least 2 sessions of swim lessons.

· Swim lesson supervisors will be schedule to overlook lessons during the morning and evening sessions.

· 7 guards will be scheduled for 9:30 am session: 5 for levels 1 and 2; 2 for levels 3-5.

· 8 guards will be scheduled for 10:30 and 7:00 sessions: same as above plus 1 guard for the mom and tot class.

· 1 deck guard will be scheduled for the morning and evening sessions.

· Morning lessons, guards will usually be scheduled to teach both the 9:30 and 10:30 lessons.

· The SSIM fills out all certificate paper work at the end of each session.

Swim Lesson Supervisor:

· One will be scheduled to over look the morning (9:30 and 10:30) lessons and another scheduled to over look the evening (7:00) lessons for each session.

· Should help test the skill level of students to place them with the appropriate teacher.

· Walk around during lessons and correct instructors, assist instructors, or help teach students who need extra attention.

· Supervisor will give a short speech to parents on the first day of class.

· Help keep parents in check who want to yell or coach their child from the sitting areas.  This will help with concentration of teachers and students.

· Must collect a list of students who passed and did not pass their level and hand out pamphlets and cards to teachers.  Each student gets a skills pamphlet and students who pass get their Red Cross Cards.  Keep a strict count on the cards.  Keep any cards that are misprinted.

Swim Lesson Talk to the Parents:

1. When we meet: Monday through Thursdays for 2 weeks.  Each daily session is 50 minutes long.  We start at 9:30, 10:30 or 7:00.

2. Be on time: Have your child be ready with swimsuit on, sunscreen on, towel in hand.  Have your child use the restroom before we start class.  We want to stay on schedule and get as much instruction in during the 50 minutes.

3. Where to sit: In concession stand or grassy areas.

4. First Day: We will give a skill test to place students in the proper class.  Students will get a wristband with their teacher’s name on it.  Please try to wear for a couple of days or at least remember your child’s teacher.

5. Last Day: PLAY DAY.  The students will start out with approximately 15 minutes of instruction.  Then we will turn on the play structures and play for 25 minutes.  Students must stay with their instructors, parents can come onto the deck and watch or take pictures.  The last 10 minutes guards will handout paperwork and prizes.

6. Each student will get a pamphlet or a card when the lessons are finished which will show which skills they have mastered and which they still need to work on.

Deck Guard:

· Be at swim lessons 10-15 minutes before the start of the session. 

· Deck guard will roam the swim lessons to provide assistance with students who need to use the restroom or find their proper swim instructor.  

· Unlocks the black gates to the grassy areas so parents can get a closer look at their child’s progress.

· Put up the swim lesson rope.

· Gathers tubes for instructors who need them.

· Brings out the First Aid Kit.

· Helps watch the deep end.

· Responds to requests made by supervisor.

· Locks gates at the end of lessons and takes down the swim lesson rope.

· Clock 1 hour for each swim lesson.

· An extra deck guard will come in for play day.

Instructors:

· Should be at swim lessons 10-15 minutes before the start of a session.  Gather kick boards or toys and set near their instruction area.

· Always keep students in your eye sight.  When working with students individually, keep others on the wall or out of the water.

· Work on each skill for your assigned level.

· See supervisor for additional help with controlling students or suggestions on swim instruction.

· At the end of each session, replace toys and kick boards to their appropriate spot in the storage room.

· Each instructor must attend a swim lesson in-service during the swim season, preferably before swim lessons start.

· Before play day, instructors must make a list of passed and not passed students for their level and turn into the supervisor.

· Instructors will fill out pamphlets and cards for their students before the last day starts.  Turn in all misprinted cards to the session supervisor.

· Instructors will clock one hour for work for each swim lesson.  

· Turn in a list of students who passed and who did not pass to the SSIM.

Play Day:

· Play day will begin with 15 minutes of instruction, then 25 minutes of play with parents on deck watching, and last 10 minutes for instructors to give out pamphlets on skills mastered and ones to be worked on.  

· Those who passed their level will receive a SAC Swim Lesson card.  

· Teachers begin by taking their students through all the skills they learned through the 2 weeks.

· Explain the rules of play day to students.

· An extra deck guard will come in to help with play day.  One will guard the diving well and the other will stand on top of the plunge pool to guard the shallow pool.

· Supervisor turns on the play structure and water slides at 15 minutes in.

· Supervisor appoints where teachers will rotate in the water park.

· Lower level classes will pair up to do slides and play areas together.  Instructors must stay with their class at all times.

· For the slides, the lower level instructors will place one instructor at the top of tube slides and one in the plunge pool.  Make sure all students who want to play on structures have at least one turn on the play structures.

· For diving boards, the lower level instructors will place one instructor at the low dive and one in the water with a tube.  Instructor in the water will catch those brave enough to jump.

· After 25 minutes of play, the supervisor will turn off the water structures. 

· When 5 minutes remain, instructors will hand out paperwork and say good-bye.
Appendices

SAC Physical Address

Front Admission Area:

1100 Watson Street

Springdale, AR 72764

Pump House for Chemicals:

511 S. Pleasant Street

Springdale, AR 72764

Calling EMS or Police for Emergencies:

From phone at First Aid Station: Push “line” 9, 9, 9-1-1

From office/admissions phone: Push “line” 9, 9-1-1

1. Your name (I am ________ at the Springdale Aquatic Center)

2. Our address is 1100 Watson Street

3. Our phone number is 479-750-7946

4. The Problem is_________________________(Be Specific)

Stay on the line until the dispatcher tells you to hang up.

To call other extensions at the aquatic center from first aid

1. Manager’s office: Line 12 or 13

2. Admissions office: Line 10

3. Concessions:  Line 14

4. SYC: Line (9)751-7275 or (9)750-8185

Key Phone Numbers

Youth Center​​​​______________________________750-8185

                                                                                        751-7275

Andrew Proffitt (SAC Director) ________________Ask Mgmt 











To Call

Chad Wolf (Operations) _____________________799-2086

JJ Bassham (Maint. Sup)_____________________283-8274

Rick McWhorter (P&R Director)________________263-1984

Non-Emergency Police Dispatch_______________751-4542

Non-Emergency Fire Department______________751-4510
Welcome to the

Springdale Aquatic Center

The Springdale Aquatic Center is a family friendly facility.  The following

rules and regulations are for the safety and well-being of all our patrons.

Failure to follow any of these rules and other verbal instructions set forth by

the SAC Staff could result in denied use of this facility.

1. Children under 12 years of age must be accompanied by a responsible supervisor at all times.

2. All children not “potty trained” must wear swim diapers.

3. Conventional swim attire only – No cutoffs, gym shorts, underwear, denim, or see-through attire.

4. All bathers must shower before entering pool.

5. Swimming with open sores and bandages is prohibited.

6. Properly worn Coast Guard approved personal floatation devices only.

7. Use of loud or profane language / music will not be tolerated. 

8. Running, pushing, and horseplay are not allowed.

9. Some play structures are restricted:

a. Wading Pool – Must be less than 48” tall with responsible attendant.

b. Floatation toys and youth slides – 12 years old and under.

c. Diving boards and water slides are for use by “swimmers” only.  (Must be able to pass a swim test)

10.   No lewd public display of affection (staff discretion).

11.   Please use Lockers. SAC is not responsible for lost or stolen property.

Your cooperation in making this an enjoyable environment for everyone is appreciated.

Thank You,                    

Springdale Aquatic Center Staff
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