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WELCOME

Congratulations, you are now a member of the Shelton Swimming Pool Team! Your
enthusiasm, knowledge, skills, dedication, cooperation, professionalism, and smiling face
are what is vital for a successful swimming season. Providing a safe pool and great service
are our highest priority. This handbook, along with in-service training and management
support, will help provide you with the knowledge and confidence to make our staff and
pool excel!

Welcome to the team. We hope your summer is fun!

The Shelton Board of Trustees, and The Pool and Park Committee, reserves the right to
change, add, or discontinue any policy describe if it is considered in the best interest of the
Village and/or its employees.

The Village of Shelton recognizes the state of Nebraska’s “at-will” employment rule. Either
party in the employment relationship, the Village of Shelton or the employee, may
terminate the employment relationship “at will” with no liability to either party.



SECTION 1
GENERAL

HOURS OF OPERATION
To be determined each season prior to the hiring of Lifeguards

Holiday Hours (July 4th) Immediately following the parade, approx. 2 PM-5:00 PM
(it is mandatory to work on July 4™)

ADMISSION PRICES

— Prices set each year

Five and under - free

Six and up — daily fee

Season passes (family or individual)

(Family Season Pass) Immediate family members only. Aunts, uncles, cousins,
baby-sitters, and sons or daughters older than 18 living outside of the home are not
considered immediate family. If ever in doubt, ask a manager.

PARTIES & RENTAL

Shelton pool may be rented for Private Parties during times other than regular open
hours. Prices will be set each year.

TELEPHONES

¢ The telephone at the pool should only be used for emergencies, business and staff

or patrons needing to make quick calls.

e Staff answering the phone should do so with a courteous voice and begin by
saying: “Hello, Shelton Pool, this is (staff’s first name), may | help you?”

¢ All personal messages for staff should be taken down in note form (name & phone
number) with the caller being told the staff will return their call as soon as possible.
Staff SHOULD NOT be called from their guard chair for a phone call.

¢ While a caller is waiting on the line they can hear what is being said in the office.
Be very aware of what is said and how loud it is said.



¢ Cell phones may not be used anywhere on the pool deck. They ARE NOT to be
brought onto the guard chairs. If cell phone usage ever distracts employees for their
assigned duties, employees will be banned from bringing them to the pool.

FRONT DESK/BASKET ROOM

The front desk/basket room is for on-duty staff only. Guests, family members and
off-duty staff members should not be in this area. Guests are not allowed to loiter at
the front desk. This area must be kept clean and organized at all times. The

appearance and operation of the front desk determine our guest’s first impression of
us. Please make it a good one!

PUBLIC ADDRESS SYSTEM

* The PA should be regarded as a tool to assist with pool regulations, patron paging
emergencies, evacuations, and rest break announcements.

¢ The PA should not be used to page patrons unless in the judgment of the manager
that it is necessary. PA announcements should be done with a friendly tone of voice.
Please be aware of background conversations.

STAFF & PROPERTY SECURITY

a. There should always be a staff member at the front desk monitoring the cash
register and the pool entrance.

b. Concessions (or other related items) purchased by staff members must be
witnessed by management. Stealing from the Shelton Pool may resultin job
termination and legal prosecution.

c. Ensure that storerooms & mechanical areas are locked or visually monitored at all
times.

d. Personal staff information, like last names, phone numbers, or addresses, should
not be given to the public.

e. Once all the patrons have left, a staff member should lock exterior doors to
prevent the public from entering into the pool area.

f. Alldoors & windows should be locked, and all lights should be turned off as you
leave each night, this includes mechanical and storage areas. Be sure to check all
the exterior padlocks as well.



LOST & FOUND

All lost and found items should be taken to the appropriate area unless there is
some way of identifying the owner, in which case he/she should be contacted. Items
should be kept at least one month before being taken to Goodwill. Patrons wishing

to retrieve a lost and found item must first describe it. Staff is expected to keep lost
& found neat and organized.

MEDIA CONTACT

Reporters or feature writers may approach pool staff from local newspapers, radio
and television stations about pool activities, rescues, or drowning. Refer all inquiries
to the Village Office.



SECTION 2
MANAGEMENT & EMPLOYEE

EMPLOYEE MANAGEMENT:

a. Shelton Pool believes in an enjoyable, cooperative, professional and safe work
environment. Managers are encouraged to recognize and reinforce positive actions
by employees.

b. When a negative and/or unproductive staff incident occurs, itis necessary that
the problem be addressed professionally, efficiently and effectively. Generally,
depending on the severity of the actions, the first time an incident occurs a manager
will discuss the incident with the staff member. Any future similar incidents will be
documented and staff will be suspended (lose scheduled hours). Each suspension
will be increased until it is felt that the staff member will not change their behavior.
At this time that staff member will be terminated. Once again, depending on the
severity of the incident, immediate suspension or termination is always possible.

c. Examples of incidents that will not be tolerated include the following: not showing
up for work, arriving late to work, poor guarding or cashiering skills, leaving the pool
area without letting a manager know, acting in an unprofessional manner, failure to
share in the job responsibilities, not wearing proper uniform, not showing for in-
service trainings and failure to follow operating procedures stated in this manual.

d. Shelton Pool will always give preference to returning staff but rehire from season
to season is never guaranteed. Staff members that perform below the management,
and Pool Board’s expectations may not be rehired even if you were not terminated
the season before.

POOL STANDARDS:
a. CUSTOMER SERVICE-Treat our guest as you would like your family treated.

b. SAFETY-Trust your instincts. If you “think” that it may not be safe, it
probably isn’t.

c. TEAMWORK-Treat your co-workers like you need a favor, even if you don’t.
d. PROFESSIONALISM-Behave & look like you’re videotaped for training.

e. CLEANLINESS-Clean like your family is coming to visit.

f. LIFEGUARDING-Train & watch your water like someone’s life depends on it.

5



g. DECISION MAKING-How would what you’re doing look on the front page of
tomorrow’s paper?

POSITIONS
A. POOL MANAGER DUTIES & RESPONSIBILITIES:
(1) Requirements:
(a) Must have current State of Nebraska Pool Operators License
(b) Must be current in CPR and First Aid Training
(2) General:
(a) Reports directly to the Pool Board & the Village Board

(b) One manager must be on duty at all times when the pool is
open to the public. A manager that holds a lifeguard
certification is off the chair (while on duty as manager) unless
the poolis short of staff or chooses to relieve staff. (Emergency
purposes only)

(c) Responsible for the petty cash, concession revenue,
concession reimbursements, issuing rain tickets, completing
the deposit sheet, counting money and bank deposits each
day.

(d) Communicate equipment problems, staff difficulties and
operation problems to the proper people

(e) Enforce “Inclement Weather Policy”

(f) Report serious injuries/incidents to the Pool and Village
Office

(g) implement Emergency Action Plan should it become
necessary.

(h) Inventory forms, first aid, passes, and supplies on a daily
basis “restock” as needed.

() Routinely check the season pass and activity ticket logbooks
for accuracy.

(j) Record pool statistics as required



(k) Complete tasks on managers opening and closing daily
checklist.

() Complete all other duties as assigned.
(8) Staff Supervision:

(a) Manage staff to ensure procedures are followed and
consistent enforcement of rules.

(b) Conduct scheduled in-service training sessions and spot-
checks throughout the season.

(c) Staff scheduling
(d) Oversee substitution schedule.

(e) “Coach” & motivate staff daily to ensure continual
improvement.

(4) Public Relations:

(a) Establish and maintain effective working relationships with
fellow employees, officials and the public.

(b) Wear staff suit with or without staff shirt

(c) Sole authority to eject a person from the facility. Managers
should notify Village Office after an ejection.

(d) Manage staff to ensure positive public relations.

(e) Positively promote all Shelton Swimming Pool
programs/activities.

(5) Maintenance:

(a) Handle vending machines (stocking pop, refunds, proper
operation).

(b) Manages for a clean and safe facility.

(c) Maintain acceptable water quality and test at least 3 times
a day.

(d) Water quality recorded on State of Nebraska form.



(e) Mechanical and non-mechanical equipment daily
inspection

(f) Promote and adhere to a preventive maintenance
philosophy with staff.

(g) Perform backwashing functions.

(h) Handle chemical functions safely and correctly (storage,
moving, adding).

() Small equipment repairs

(j) Oversee and assist with morning cleaning as well as opening
and closing duties.

(k) Oversee de-winterization at the beginning & winterization at
the end of the season.

B. ASSISTANT POOL MANAGER:
(1) Requirements:
(a) Must have current State of Nebraska Pool Operators License
(b) Must be current in CPR and First Aid Training

(2) The assistant pool manager is responsible for assisting the pool manager
with the efficient operation and management of the Shelton Swimming Pool.
The assistant pool manager will act as the pool manager when the manager
is not present. This person will report directly to the pool manager. In the
absence of the pool manager, this person will report to the Shelton Village
Board/Office.

(3) GENERAL:

(a) Assist in the preparation and enforcement of pool rules and
regulations. Initially handle all grievances and/or disciplinary cases
involving pool patrons.

(b) Assist with all monetary operations of the poolincluding petty
cash, concession revenue, counting money, and making daily
deposits.

(c) Implement emergency action plans when necessary.



(d) Assist the manager in updating inventory of all pool equipment and
supplies, including forms and reports, first aid supplies, season
passes, pool chemicals, and cleaning supplies. Purchase or restock
supplies as needed.

(e) When necessary complete all necessary paperwork including daily
deposit reports, time sheets, accident and/or incident reports, water
quality reports, and any other pool statistics needed.

(f) Continually monitor the weather and use the Inclement Weather
Policy when appropriate.

(g) Report serious accidents or incidents to the Manager
(h) Adhere to proper life guarding procedures while on the guard chair.
(4) PERSONNEL MANAGEMENT:

(a) Directly supervise all staff to make sure all areas of pool operation
are properly covered.

(b) Assist with supervision of lifeguards, including customer service,
concessions, etc. to ensure the proper operation procedures are
followed and consistent enforcement of rules is maintained.

(c) Assist in formulating and conducting in-service training programs
for all pool staff throughout the season and assist in establishing
emergency action plans.

(d) Make sure substitute procedures are adhered to.
(e) Assist in completing end-of-season staff evaluations.
(5) POOL MAINTENANCE:

(a) Manage entire pool mechanical operations including filtration and
chlorination systems.

(b) Maintain an acceptable water chemistry level and test at least 3
times per day, recording results on proper reports.

(c) Backwash when necessary.

(d) Conduct daily mechanical and non-mechanical equipment
inspection.



(e) Adhere to proper safety protocol when performing chemical
operations (storage, moving, etc.).

(f) Supervise and assist with daily cleaning of pool, bathhouse,
restrooms, and lobby

C. LIFEGUARD DUTIES & RESPONSIBILITIES:
(1) GENERAL:
(a) Reports directly to the pool manager/assistant managers
(b) Complete “Accident Reports” & “Incident reports” as needed.
(c) Attend regularly scheduled in-service meetings.
(d) Maintain physical fithess to perform a rescue if needed.
(e) Report to work on time and when scheduled.

(f) Cooperatively work with staff to ensure a professional and
enjoyable work environment.

(g) Complete all other duties as assigned.
(2) SAFETY:

(a) Consistently enforce the rules and regulations of the poolin order
to prevent accidents and allow for enjoyment of all patrons.

(b) Render first aid as necessary.
(c) Take necessary precautions against sunburn.

(d) While on the guard stand, sitin an alert manner and adhere to Red
Cross guidelines

(e) Perform Emergency Action Plan should it become necessary.
(3) PUBLIC RELATIONS:

(a) Establish and maintain effective working relationships with fellow
employees, officials and the public.

(b) Be friendly, tactful and courteous to all pool patrons.
(c) Should be professionally alert at all times.

(d) Must wear staff suit with or without staff shirt.
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(e) Professional actions (do not sit on counters, lounge on the deck,
etc....)

(f) Positively promote all Shelton Pool activities/programs.
(4) MAINTENANCE:
(a) Adhere to a preventive maintenance philosophy.
(b) Perform routine cleaning duties (bathrooms, decks, trash, etc.).
(c) Perform opening and closing duties.

(d) Assist managers with the handling and repair of equipment.
LIFEGUARD REQUIREMENTS

a. Lifeguards should remain in good physical condition in order to maintain and
improve their strength, which is needed to make a deep-water rescue. Lifeguards
should be able to swim 300 yards when asked to do so by a manager. If a guard is
not capable of doing this if asked, they will be placed on probationary status until
they are able to meet this requirement.

b. On occasion, management may perform spot checks on pool staff. This will
consist of a quick verbal or physical test to show knowledge of necessary job duties,
these checks help management and staff members evaluate future training needs.
Failure to pass a spot check that involves required knowledge (Rescue Techniques,
CPR, First Aid etc...) could result in immediate removal from duty and suspension.

c. Because many of the skills that you were hired for are seldom used, Shelton Pool
feels thatitis important that we review, practice and update these skills through in-
service trainings. All staff members must attend every in-service training that is
scheduled. Each of these training courses is MANDATORY. Meetings will include, but
not be limited to Emergency Action Plans, Surveillance & Rescue Techniques, First
Aid, Pool Safety, Staff Relations & Teamwork, Pool Maintenance & Upkeep, and
Customer Service.

WORK SCHEDULES:

a. Weekly schedules (we usually try to have 2-4 weeks of scheduling posted) are
posted in the basket room on the whiteboard. It is a staff member’s responsibility to
come in and check their schedule. Prior to any scheduled time, a staff member may
submit a request for ‘time off’, but once the schedule is published, staff members
must find a sub for their scheduled shifts. (Schedule changes MUST also have
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manager approval). If the staff member is unable to find a sub they will be required
to work their scheduled time.

b. All sub must be on Village payroll. If a staff member gets a sub, that person
cannot take their hours back (unless otherwise agreed to).

c. Employees are expected to arrive by the time scheduled and be ready for work.
Arrive earlier if you need extra time to get ready. If a person arrives early that person
will not be paid for those hours unless he/she is assigned a task to do by the
manager. Numerous absences, unexcused absences, or failure to show up for work
are justification for your dismissal. The quality of your work may be excellent, but it
will not be of benefit to us if we cannot count on your attendance and punctuality.
Continually asking people to sub for you shows that you are not committed to your
job and responsibilities. Our pool is much more successful if the schedules are
made by management and not being continually changed with sub arrangements.

d. If you are off work due to illness longer than two days, you may be asked to submit
a note from your doctor before you can return to work.

e. Staff is expected to work to the end of the season unless other arrangements were
made prior to the end of the season. Shelton Pool usually closes the weekend
before Shelton Public School starts.

TIME CLOCK/TIME CARDS

Itis VITALLY IMPORTANT that ALL STAFF arrive on time and work cooperatively,
efficiently and effectively.

Unless prior authorized, staff members should not clock in more than five (10)
minutes before their scheduled time.

Staff members should arrive having already eaten (food can be brought to be eaten
on their break times).

Employees are to clock in and out on their scheduled workday. Managers are to sign
time cards on a daily basis. Time cards are to be put in the deposit bag on Saturday

at closing (the work week is Sunday through Saturday). Shelton Pool Staff is paid on

a bi-weekly basis.

REST BREAKS

* A 10-minute rest break will be held each hour. The water MUST be cleared before
the break begins.
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¢ All guards are to remain at their assigned stations until the pool has been entirely
cleared.

e Guards are to use the rest break time to check and spot clean restrooms, shower
areas, and deck, help with office duties/concessions, etc. Managers will assign
tasks as needed. IT IS IMPORTANT THAT BREAKS DO NOT EXCEED 10 MINUTES.

¢ Guards should be back at their stations and ready to guard NO LATER than 10
minutes after the start of the rest break. NEVER make the “you may now swim”
signal (long whistle) until all guards are in place!

STAFF UNIFORMS & HYGIENE

a. The Shelton Pool requires that staff wear the uniform required at all times when
on duty. Lifeguards/Managers are required to wear their whistle, lanyard and staff
suit while on duty. Staff members are supplied with one whistle by the Village but if
lost, must supply their own whistles. The “uniform” is intended to clearly identify
staff so as to command respect the position deserves, and to clearly identify the
person to whom the public should turn if an emergency should arise. If the weather
is poor and there are not enough staff sweatshirts to go around, the manager may
authorize other clothes to be worn.

b. The uniform will be worn as designed. This means swim bottoms will not be rolled
down; shoulder straps will stay on top of the shoulders; and any other uniform
adjustments will not be permitted. The uniform is also not to be altered or defaced
in any way.

c. Staff members are encouraged to wear a hat or visor. However, hats and visors
must be pre-approved by a manager. Generally, only plain colored hats without
extravagant logos or designs will be allowed. They MAY NOT be worn backwards or
to the side.

d. Staff should always come to work clean and well groomed. This also includes a
clean and orderly uniform. Management has the right to ask staff to remove any item
thatis not part of the issued uniform. They also have the right to send a staff
member home if they do not come in the proper uniform.

e. Staff are responsible for bringing their own towels to work. Shelton Pool does not
provide towels for the Staff, this is your responsibility to do so.
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SUN PROTECTION

Sunglasses with UV coating, hats that cover the top of the head, ears & nose, and a
minimum of 15 SPF sunscreens are STRONGLY recommended to be worn by all
Staff when in direct sunlight. Staff members should bring these items every day, at
their own expense, when they come to work. These items are not provided by the
Pool/Village.

JEWELRY, PIERCINGS, TATTOOS & HAIRSTYLES

a. For safety reasons, jewelry & piercing that negatively affect your job are not to be
worn by staff while on duty. This jewelry includes facial piercing in the nose, lip, and
eyebrow. Hoop piercings are also prohibited because this can be dangerous to both
rescuer and victim. Besides earing and belly button studs, no other visible body
piercing is allowed.

b. Jewelry, piercings, tattoos & expressive hairstyles for on duty employees must be
conservative, in good taste and not conflict with any job-related safety standards.
Tattoos that depict sexual innuendos, violence or any other socially unacceptable
image must be covered up.

OFF-DUTY

a. When staff members come to swim when they are off duty, they should have their
own suit on, not the staff uniform. Wearing a staff uniform implies to the public that
you are on duty and this would not be consistent with lounging on the deck or doing
anything else that would lead the public to believe that you were not performing
appropriately. Staff will be expected to obey ALL POOL RULES and behave in a way
that positively reflects Shelton Pool & the Village of Shelton.

b. Staff uniforms should not be worn to personal functions that could negatively
represent the Village of Shelton or The Shelton Pool. This includes any clothing with
the Pools logo on them.

SMOKING/TOBACCO USE

Shelton Pool employees may not use tobacco products while on duty, in uniform or
near the Pool or in Shelton Park.

CONTINUED EMPLOYMENT

The Shelton Pool hires seasonal staff. Consideration for rehire is based upon, but
not limited to, the following: attendance, enthusiasm, job knowledge,
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performance, and adherence and enforcement of the policies and procedures
stated in this manual.

FAIR LABOR STANDARDS ACT (FLSA) FOR 14 & 15 YEAR OLDS

a. The following standards are Federal Laws and MUST be followed at all times. Due
to the number of staff and age ranges that work for the Shelton Pool, it is your
responsibility to help remind management of these standards if you are asked to do
anything that goes against the following rules.

(1) 14 & 15 Yr. Olds Can Work:

From 7 AM —9 PM and no more than 8 hrs./day & 40 hrs./week from
6/1 — Labor Day. No later than 7 PM and no more than 3 hrs./day & 18
hrs./week on School Nights

(2) 14 & 15 Yr. Olds CANNOT:
Work as a Slide Attendant

Load or unload goods (i.e. pool supplies) from trucks, etc....

POOLS STAFF RULES FOR THE SUMMER:
a. Follow all “Shelton Pool Standards”.
b. Read and understand the staff manual.
c. Know & equally enforce all the pool rules.
d. Do your share of the work & help others when needed.
e. Be on time (including to all staff meetings).
f. Treat everyone like they’re your family or friends.
g. If itis not yours, don’t use it without permission.

h. Have a Great Summer. That’s why we are all here!
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SECTION 3
SCOPE OF WORK

SIGN-IN SHEETS:

Make sure that everyone gets signed in, even the 5 & under.
POOL OPENING/CLOSING DUTIES

Check lists of duties will be provided
RELIEVING STATIONS & ROTATION

(1) Staff should rotate at the predetermined time and pattern set by management at
the beginning of the season. Itis important that staff be on time when it is their turn
to rotate out.

(2) RELIEVING A LIFEGUARD STATION:

(a) Incoming guard should take position next to the stand and observe the area of
responsibility for that stand

(b) While scanning the area, the incoming guard signals the outgoing guard on the
stand to climb down

(c) The outgoing guard takes position next to the stand and scans the area, then
signals the incoming guard to climb up the stand

(d) Ask the lifeguard you are relieving if there are any patrons in the area of
responsibility that need closer than normal supervision

(e.) Once in the stand, the incoming guard takes responsibility for the area and
signals that the outgoing guard can leave.

(f) The outgoing guard should continue to observe the activity in the water and on
deck while going to the next station.

NOTE: Staff may take water, a towel, and appropriate sun protection to the stations with
them. Staff should pick up any trash they see during their rotations.

Break times allow guards to rest, replenish fluids, and apply sunscreen. When on
break, guards may not leave the pool without the permission of the management.
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WATERSLIDE STAFFING

The guard at the bottom of the slide should be in the water with a rescue tube unless
otherwise authorized by the manager. The splashdown area should be kept clear
and people entering the water from the slide should be assisted as needed. The
slide attendant should not let the next person go until receiving a signal from the
guard stationed at the splashdown area. The slide attendant should help people on
the slide as needed and make sure they are sitting down feet first. The top deck will
be watched so as not to get overcrowded. The bottom guard should alert the slide
attendant if there are problems. The manager can eject patrons who break slide
rules from the pool.

WHISTLES

(a) ONE TWEET=Normal patron rule infraction
(b) TWO TWEETS=Staff needs assistance or guard leaving chair, manager respond
(c) THREE TWEETS=Emergency in progress, start emergency procedures.

(d) ONE LONG TWEET=Clear the pool; all patrons must exit the water immediately.
Also, it allows patrons to reenter the pool after a break.

ENFORCING RULES

As a part of the Shelton Pool Staff, the most effective way you may ensure the safety
of the patrons is to enforce the pool rules. Consistent enforcement of rules by the
staff is very important. To be consistent, it takes management supervision, staff
communication, and the desire to be professional. Always be conscious of your
body language, tone of voice, & choice of words when enforcing rules. Safety is the
primary concern, but good public relations should also be promoted.

REPRIMAND OF PATRONS
(1) Lifeguards can recommend the ejection of a patron from the pool

(2) Lifeguards need to tell the manager about the problem before the ejection can
happen. Remember only managers may eject patrons.

(3) Managers/lifeguards need to fill out a note card about the situation (in case of
multiple occurrences) and put the card in the “Reprimand Box”
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SECTION 4
CLOSING EARLY

POOL CLOSINGS

(1) If there are less than 10 swimmers after 30 minutes of the pool’s opening, the
Pool Manager has the authority to close the pool

(2) If the temperature is less than 70 degrees the pool will be closed. When the
temperature hits 70 degrees the pool may reopen at that time depending on the
weather.

(3) The pool may close or its use limited at any time because of weather, operational
difficulties, or overcrowding at the discretion of management. In case of lightning,
the pool will remain closed for 15 minutes after the last sighted bolt or audible
claps.

(4) When the pool is closed early for any reason, staff should stay with
unaccompanied children until an adult arrives. Patrons should also be allowed to
use the phone.

CLOSING EARLY:

a) During inclement weather (rain or cold), the pool may close early if there are less
than 10 swimmers after 1 hour of the pool’s opening. Assistant Managers should
call the Manager to discuss not opening or closing too early. Although the number of
swimmers stated above gives justification to close early, managers should take the
weather forecast into account. If the poolis closed in the afternoon, staff should
still report to work in the evening unless otherwise told by a manager.

b) On cool, rainy days managers have the authority to reschedule staff to stagger
their arrival times. The manager should assign staff members who are on duty when
the poolis not busy, tasks such as cleaning the facility or repairing equipment.

c) When closing the pool for an afternoon, evening, or the entire day, the managers
should do the following:

(1) Post the pool closed sign (remember to take it down when reopening).

(2) Patrons arriving at the pool, when the staff knows that the pool could
possibly close early, need to be told so that a refund will not be granted.
However, patrons who have been at the pool for less than an hour and are
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asked to leave early should receive a rain ticket issued by the manager. The
manager should initial and date the ticket.

(3) When the poolis closed early for any reason, staff should stay with
unaccompanied children until an adult arrives. Patrons should also be
allowed to use the phone.

CLOSINGS DUE TO WEATHER

a. All severe weather decisions will be made by the manager. Staff should keep
radios tuned to FM 105.9 or 102.3 and have the weather alert on for up-to-date
weather bulletins if in possible severe weather situation. Make sure that patrons are
kept up to date on any changing weather situations. Make sure that immediate
action is taken in the following situations:

(1) TORNADOES: If Shelton enters a Tornado Warning, the poolis to be
cleared immediately, and patrons should be encouraged not to leave the relative
safety of the bathhouse. Guests who are younger than 18 years old will not be
allowed to leave without being accompanied by a responsible adult. Patrons and
staff should be directed to move to the safest interior wall and get down, covering
their head with towels or other padding.

(2) HIGH WIND: High wind can cause hazardous conditions such as wave
action that reduces visibility; staff should clear the pool when visibility is such that a
lifeguard cannot see the bottom. Wind may also create potential hypothermia
conditions on cool days, especially for small children and elderly guests.

(3) LIGHTNING: Swimmers should be instructed to clear the pool
immediately when lightning/thunder is sighted/heard. Swimmers are not to re-enter
the pool until 15 minutes after the last sign of lightning/thunder and it is determined
safe for swimming by the manager. Patrons are not to use a land line phone or the
showers during this time. They should also clear the decks as well.

(4) RAINSTORMS: In case of rain, staff should clear the pool when visibility is
such that a lifeguard cannot see the bottom.

CLOSING DUE TO POOL EMERGENCY:

a. SERIOUS INJURY OR DROWNING: In some cases, the pool may have to be closed
early because of an incident or accident at the pool. If the poolis ever without
necessary equipment or personnel, the pool must close until the poolis restored to
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operational readiness. This also means that all staff on duty must be of sound state
of mind to work after the incident.

b. FECAL INCIDENT: If a fecal incident is discovered, the pool must be cleared
immediately, and the seriousness of the incident must be assessed. If the incident
is serious enough the pool may have to be closed until the poolis safe to swimin
again. *See “Fecal Incident Procedure”.
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SECTION 5
EMERGENCY PROCEDURES & REPORTS

ACCIDENT, INCIDENT, NEAR MISS & WITNESS REPORTS

An accident or an incident report must be completed entirely by the staff member
handling the specific situation no matter how minor it may appear. Near Miss
Reports should be filled out if a dangerous situation is apparent but did not happen.
Signatures are required for accident & incident reports but are optional on Near Miss
reports. Staff member completing the form should number the form and note where
the accident/incident happened on an Accident/Incident form. If there are patrons
who witnessed the incident/accident, have them or help them fill out a Witness
Report. All of these reports are admissible in court and should be filled out as
factual, legibly and completely as possible. The Village Office will be notified in
cases of serious accidents or incidents.

VANDALISM & THEFT PROCEDURES

Depending on the severity of the incident, the pooi manager will call 911, then fill
out an incident report & notify the Village Office. If there are any witnesses write
down their information. Minor incidents may only require Village Office notification
& anincident report. Examples of incidents: stuff thrown in pool, picnic tables or
trash cans damaged, facility broken into, equipment missing, guest property
damage or items stolen, etc....

VIOLENT ACTS PROCEDURE

In any case where there is a threat of violence, staff members should stay clear of
the area, do not physically intervene, and contact 911 immediately. If someone calls
the pool and gives verbal threat, try to get as much information written down about
the threat and the person making the threat. Have someone contact 911
immediately. In some cases, the pool may need to be cleared, and guests should be
asked to exit the facility via the west gate. Make sure that the Village Office is
contacted and an Incident Report is completed with any withess statements.

FIRST AID/EXPOSURE CONTROL PLAN

(1) Patrons or staff needing first aid should receive immediate attention from staff.
Our first aid kit has all the necessary supplies as required by the State of Nebraska.
Pool managers will inventory supplies daily. Any injury where blood or bodily fluids
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are present, make sure to follow Exposure Control Plan. The pool manager should
be called for assistance if necessary.

(2) When giving first aid, working with bodily fluids, or cleaning, always wear
protective equipment, such as rubber gloves. Always wash equipment/objects that
have been soiled by blood or other bodily fluids with chlorine bleach solution. Throw
away all soiled gloves, gauze pads, or other disposable materials in a separate trash
bag labeled for biohazard materials, remove gloves last. Always wash your hands
with anti-bacterial soap after cleaning or providing first aid-even if you wore gloves.
If you believe that while providing first aid or cleaning, that an exposure has
occurred, contact the pool manager immediately and take note of the exposure on
an employee accident/incident form. Also, be careful in handling sharp objects that
you are asked to dispose of such as knives, needles, or broken glass.

FECAL INCIDENT PROCEDURES

(1) Direct everyone to exit the pool immediately.

(2) Without “making a scene”, remove as much of the fecal material as possible
using a net or scoop. Dispose of material in a sanitary manner. Clean and disinfect
net or scoop (e.g., leave net or scoop immersed in pool during disinfection).
Vacuuming fecal materials is not recommended.

PROCEDURES FOR FORMED STOOL (solid, non-liquid):

(1) Raise free chlorine to at least 4 ppm, while maintaining proper PH. Ensure
concentration is found throughout entire pool. When this happens, it should take 45
minutes to an hour.

(2) Maintain a minimum of 4 ppm for at least 25 minutes before reopening the pool.
(3) Ensure filtration system is operating.
(4) Documentincident in Fecal Incident Log.

PROCEDURES FOR DIAHRRHEA (liquid stool)

(1) Raise free chlorine to at least 20 ppm, while maintaining proper PH. Ensure
concentration is found throughout entire pool. Pool will be closed for the remainder
of the day.

(2) Maintain a minimum of 20 ppm for at least 8 hours.

(3) Ensure filtration system is operating.
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(4) Backwash the filter thoroughly.
(5) Ensure chlorine levels are returned to normal before reopening the pool.
(6) Documentincident in Fecal Incident Log.

(7) Information provided by NE Swimming Pool Operators Manual-Attachment #2

EMERGENCY PROCEDURES
(1) PRIMARY RESCUER:
(a) Alert other staff with three short whistle blasts.
(b) Proceed directly to victim.
(c) Bring with you the needed rescue equipment.
(d) Perform necessary immediate life-sustaining care.
(e) Remain with the victim at all times.
(2) SECONDARY RESCUER
(a) Assist with victim rescue (if needed)
(b) Communicate needs to manager (if not already alerted)
(c) Occupy post vacated by primary rescuer (if needed)
(3) ON-DUTY GUARDS NOT DIRECTLY INVOLVED:
(a) Relay “Emergency in Progress” to manager

(b) Remain at assigned post and continue guarding your area or area of
“primary and secondary rescuer” if no other guard is available to take their
post.

(c) Stand by to relay “ambulance needed” information

(d) If ambulance is needed, clear the pool by standing up, raising rescue tube
horizontally above your head and giving one long, loud whistle blast and say
“clear the pool”.

(e) As patrons exit the pool, direct them to area of deck that will not be in the
way.

(f) Remain at post until poolis clear
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(g) Maintain patron control in area away from victim and emergency access
gate

(h) Make no comment about situation to the public or media.
(4) MANAGER:

(a) Move to accident scene/take control of situation.

(b) Assist with ambulance decision.

(c) Dial 911/Use the Emergency Script for your pool. Don’t hang up until
dispatcher tells you to

(d) Have an “Emergency Safety Break” announced on the PA system.
(e) Direct the front doors close/stop admitting guests/Lock front window
(f) Determine identify and family contact information if possible.
(g) Release victim to Emergency Responder for transport to hospital.
(h) Collect victim’s belongings if possible and send with them in ambulance
(i) Find out what hospital the victim is being taken to.
(j) Contact Village Office

IMMEDIATE POST-EMERGENCY PROCEDURES

(1) Manager:

(a) Contact parents/family of the victim informing them of accident and
victim’s location.

(b) Collect names, addresses, and phone numbers of two or three witnesses
(as necessary).

(c) Make pool closing or re-staffing decision.

(d) If re-staffing, call off-duty guards.

(e) closing, make announcement over PA system
(f) Complete Accident Report with primary rescuer.

(g) Conduct initial debriefing with all staff involved.
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(h) If poolis reopened, make sure pool has all rescue equipment. Meet with
all staff involved.

(2) PRIMARY RESCUER:
(a) Move to quiet, isolated place.
(b) Complete Accident Report with manager
(c) Meet with Management for initial debriefing.
(3) LIFEGUARDS:
(a) Refrain from comments about accidents to public or the media.

(b) Do not talk with other staff about accident where the public can overhear
you.

(c) Supervise patrons as they vacate the pool if closing announcement is
made.

(d) Continue supervising patrons on deck until relieved, if pool is to reopen.
(e) Meet with manager prior to returning to lifeguard duties.

NOTE: If poolis closed due to the emergency we will issue ‘rain tickets’ for anybody
that requests one.

LOST CHILD PROCEDURE

When a report of a Lost Child has been made:
(1) The Manager should make the “Lost Call Announcement”
(2) Secure front doors

(3) On-station lifeguards will first clear and visually search the pool then
visually search the surrounding areas.

(4) Slide attendant will check the restrooms. Then begin surveillance for the
child
outside the facility.

(5) If the child is not found, 911 should be contacted immediately.

(6) Complete an Incident Report with any witness information.
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PEDOPHILE/CHILD ABUSE PROCEDURE

Contact the manager immediately with the description of the perpetrator and their
location. The manager will contact 911 and the Village Office. Try to be discreet
about your actions as to not scare the perpetrator away before the police arrive.
Complete an Incident Report including any witness statements.

MATERIAL SAFETY DATA SHEETS (MSDS)

These are kept in a binder labeled “Chemicals”. These sheets contain all the
necessary information needed to deal with the chemicals that we use at the pool,

including the precautions needed to use them and the first aid procedures to use if
you are hurt by them.
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SECTION 6
RULES FOR THE PUBLIC

AGE LIMITATIONS

Children nine (9) years of age & younger must be accompanied by a person,
age 14 or older, always.

SWIM ATTIRE & HYGIENE

(1) All patrons must use the restroom & take a complete shower before

entering the pool.

(2) Patrons having an obvious communicable disease, open sores, ear, eye,
nose, or throat infections will not be admitted into the pool.

(3) Appropriate swimwear must be worn at all times. Cut off pants or jeans
are not permitted in the pool.

(4) Children who are not toilet trained must wear a swim diaper.

(5) T-shirts are not permitted in the water unless the swimmer has a doctor’s
written consent or approval from pool management.

(6) Management is not responsible for lost, stolen, or damaged property that
is not keptin a basket in the basket room.

NOTE: These rules also pertain to staff members. EX.-if a staff member shows up with open
sores/eye nose or throat infection/or any communicable disease, etc.- they will not be
allowed to work until it is deemed ok by management.

FOOD & DRINK
(1) Food and drinks must stay in the designated area.

(2) Glass containers (including fingernail polish) or sharp utensils, tobacco or
alcohol products are not permitted in the facility.

SAFETY RULES & EQUIPMENT USE
(1) To avoid slipping, patrons must walk, - no running.
(2) Patrons may not hang on ropes or buoys

(3) Patrons should refrain from playing on or diving off ladders
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(4) Patrons may only dive in water exceeding 5 feet.

(5) Personal floatation devices are permitted in the pool BUT children using such
devices MUST be supervised at all times!

(6) Patrons are permitted to use soft, pliable balls, such as Nerf balls. However, hard
objects, such as tennis balls-footballs are not permitted in the pool. If pool
becomes extremely crowded, the use of any objects may be limited by staff.

(7) ONLY POOL STAFF is permitted to use the rescue equipment, first aid supplies,
and the lifeguard chairs.

CONDUCT

(1) Rough play such as dunking, wrestling, throwing people, shoulder rides, or
unwelcome splashing are not permitted. Pool management reserves the right to
limit or prohibit any behavior that may lead to personal injury or property damage.

(2) Behaviors such as using foul language, fighting, or threatening/harassing other
patrons or staff are not permitted and strictly enforced.

(3) Spitting water, blowing nose, or any other similar activities in the pool are strictly
prohibited.

(4) Pool managers have the authority to eject patrons from the pool and its ground if
the patron severely or continually breaks pool rules

DIVING BOARD RULES

(1) Use caution when diving. Head and cervical injuries can result from improper
diving.

(2) Due to depth of pool, users must have proven swimming ability to use diving
boards.

(3) Only one person is permitted on the diving board at a time.

(4) One bounce only.

(5) Diver must be to poolside or clearly out of the way before the next diver may go.
(6) Handstands, cartwheels, or sitting on board is not permitted.

(7) Swim to nearest side after the dive.

(8) Patrons may not swim under the boards.
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(9) Patrons may not jump out excessively from the board toward the shallow end.
(10) Inward dives or gainers are not permitted.

NOTE: Patrons who begin to ascend or have made it to the top of the high board and
have become frightened should be allowed to come back down via the ladder.
However, they should not be allowed to descend the ladder by themselves. If the
patron has made it past the safety of the guardrails the patron should not be allowed
to return to the guardrails. The patron should be encouraged to jump off the board.
Make sure that they must jump straight off. Turning around on the board is extremely
dangerous and should not be allowed. If the patron does not exit the board in about
5 minutes or the guard feels that the patron is in danger, they may assist them to
safety. If this happens, the guard should clear the dive well, exit their chair (don’t
forget to tweet twice), and assist the patron to safety.

WATERSLIDE RULES

(1) Only one person on each platform at a time

(2) Only one person may slide at a time.

(3) Patrons MUST go down the slide feet first & on their backside

(4) Stopping on the slide is not permitted

(5) Exit splashdown area immediately and swim to the ladder or under the rope

(6) Standing up, curling in a ball, or rolling over when going down the slide is NOT
permitted

(7) Pregnant women are not permitted to use the slide
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THANKYOU SHELTON POOL STAFF!

SHELTON POOL STAFF ARE VITAL TO THE SUCCESS OF OUR SUMMER PROGRAMS. YOUR
PRIDE TO SAFETY & CUSTOMER SERVICE IS NOTICED AND APPRECIATED BY THE PEOPLE
OF SHELTON AND ALL ITS VISITORS. YOU ARE IMPORTANT AND YOU SAVE LIVES
EVERYDAY. THANK YOU FOR EVERYTHING YOU DO FOR THE VILLAGE, THE POOL AND
EACH OTHER. HAVE A SAFE & FUN YEAR!
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