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PROCEDURE & POLICY MANUAL 
 

1. Purpose of this Manual: 

This policy and procedure manual defines clear guidelines, expectations and operating standards for the 
Churchbridge Aquatic Centre and its programs. 

All staff (lifeguards, instructors, cashiers, caretakers, maintenance staff, and managers) will adhere to 
the contents of this manual. 

 

2. Organizational Structure: 

The following is the organizational structure for the Churchbridge Aquatic Centre. Any issues that may 
arise must be dealt with according to the following hierarchy. 

 

 

See Appendix O for the Communication Chart. In addition, communication cards will be made up every 
operating season and provided to each lifeguard for reference.    

3. Role of the volunteer Pool Operating Committee: 
The purpose of the Pool Operating Committee is to provide advice, feedback and objective opinion to 

the Churchbridge Aquatic Centre (CAC) staff and to Town Council or Town employees, in response to 

items and issues brought to the Committee by the CAC Staff and/or the patrons of the CAC.   

Town Council  of 
Churchbridge 

Churchbridge Aquatic 
Centre  Operating Board - 
Appointed by Bylaw 2-98 

Town  Staff 

Pool Manager 

Assistant Manager 

Lifeguard and Instructors 
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The Committee can make recommendations to Town Council regarding the Town’s yearly budget for the 

CAC, but all monies obtained or spent must be approved by and run through the Town of Churchbridge. 

a. The Committee can make recommendations to Town Council regarding the hiring or dismissal of 

CAC staff, but these are only recommendations and must be approved by Town Council. 

 

4. Aquatic Centre Goals: 

- To provide safe, enjoyable aquatic experiences. 
- To provide patrons with educational opportunities. 
- To ensure accessibility to the pool by all patrons. 
- To provide users with a clean, well maintained environment. 
- To employ staff that work as an effective, efficient team. 
 

5. Job Descriptions: 

The following outlines the duties and certifications expected within the various job positions at the 
Churchbridge Aquatic Centre. These are mandatory expectations within the scope of the position. 

Manager 

Qualifications: 

Current National Lifeguard Standard, Standard First Aid, CPR Level C, Pool Operator’s Course, 
WHMIS 

Duties: 

 Perform lifeguarding duties including supervision of the Aquatic Centre, prevention of 
accidents and rescue/first aid in accordance to training and requirements through the 
Lifesaving Society and Saskatchewan Public Health. 

 Perform maintenance and cleaning of the pool facility as outlined in “Policy and 
Procedure Manual & Safety Plan”. 

 Provide mentorship and guidance to all staff.  This includes showing and teaching the 
more senior staff members proper chemical application and pool maintenance. 

 Provide positive customer service and public relations. 
 Maintain a professional image. 
 Maintain a respectful and positive work environment. 
 Complete all paperwork as required (chemical tests, cash sheets, accident reports, 

incident reports, daily logs). Ensuring that lifeguards with their Pool Operators Course 
are those only adding chemicals to the pool or changing chlorine barrels. 

 Positively promote the Churchbridge Aquatic Centre, the Pool Operating Committee and 
the Town of Churchbridge, including its programs, services, and fellow staff. 

 Follow all policies and procedures as set out by the Churchbridge Aquatic Centre and the 
Town of Churchbridge as well as those within the “Policy and Procedure Manual & 
Safety Plan”. 
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Management Duties include: 

o Scheduling and assigning of staff duties in cooperation with the assistant 
manager(s) as needed and with approval of Town Office Administration. 
Scheduling duties include: in-services, monthly pool schedules, staff schedules, 
school swimming, lesson scheduling, etc.  

o Approving all time sheets for staff, tallying them up, and ensuring coverage 
when shift changes are needed. Approving all time sheets for lifeguard shifts 
and signing off to ensure accuracy. 

o Collecting all certifications from lifeguards before Pool Opening 
o Creating the CAC Pool Pamphlet 
o Setting up of all swim programs with the cooperation of the Pool Operating 

Committee 
o Scheduling of special events 
o Lesson registration; ensuring that ALL instructors add & tally up the Program 

Stat swimming lesson sheets before submitting them to the Town Office. In 
addition, all sheets should be completed with the full participant’s name, the 
lifeguard who taught the session, and the dates the session was taught. 

o Ensuring that the Daily Operational Checklist is filled out and signed off on.  
o Contacting Co-op Food Store & Frito Lay to order ice cream and chips. Letting 

the Town Office (Admin Assistant) know if anything is running low in terms of 
goggles, swim caps, etc.  

o Nightly deposits 
o Scheduling of in-services for staff; assigning duties to lifeguards for in-services 

and making all in-services mandatory for all staff when scheduling. 
-First in-service requirement: go over contracts, cleaning procedures, 
opening/closing procedures, mechanical room checklists, daily checklists, how 
to check boilers, checking water temperature, how to use pressure washer, 
how to check oil, how to change chlorine barrel, and how to  check if AED is 
working. 
- Setting up a feedback meeting once a month for the Pool Committee and 
staff to meet to let them know what they are doing well & what could improve. 

o Ensuring Punch Pass cards are given to individuals and NOT kept in the till. 
o Handle staff problems and  staff evaluations 
o Liaison between staff and Pool Operating Committee 
o Check to see what needs to be ordered or purchased for paper products, 

cleaning, or office supplies. Letting the Town Office what needs to be ordered. 
o Schedule an inspection with Public Health at least three days prior to the 

opening of the Pool. 
o Ensuring the Town Staff (Public Works) submit water samples monthly to 

Saskatchewan Health Authority. This needs to be completed at the beginning 
of every month. 

 

Assistant Manager 
 

Qualifications: 
 
Current National Lifeguard Standard, Standard First Aid, CPR Level C, Pool Operators Course, 
WHMIS 
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Duties: 

 Perform lifeguarding duties including supervision of the Aquatic Centre, prevention of 
accidents and rescue/first aid in accordance to training and requirements through the 
Lifesaving Society and Saskatchewan Public Health. 

 Perform maintenance and cleaning of the pool facility. 
 Provide positive customer service and public relations. 
 Maintain a professional image. 
 Maintain a respectful and positive work environment. 
 Complete all paperwork as required (chemical tests, cash sheets, accident reports, 

incident reports, daily logs, etc). 
 Positively promote the Churchbridge Aquatic Centre, the Pool Operating Committee and 

the Town of Churchbridge, including its programs, services, and fellow staff. 
 Follow all policies and procedures as set out by the Churchbridge Aquatic Centre and the 

Town of Churchbridge as well as those within the “Policy and Procedure Manual & 
Safety Plan”. 

 Assists manager in managerial duties (see Managerial Duties on Pages 9 & 10). 
 Assumes all duties and responsibilities in the absence of manager. 

 

Senior Lifeguard/Instructor 

Qualifications: 

Current NLS, Standard First Aid, CPR Level C, and Lifesaving Instructor (LSI – if teaching lessons). 

Duties: 

 Perform lifeguarding duties including supervision of the Aquatic Centre, prevention of 
accidents and rescue/first aid in accordance to training and requirements through the 
Lifesaving Society and Saskatchewan Public Health. 

 Perform maintenance and cleaning of the pool facility. 
 Provide positive customer service and public relations. 
 Maintain a professional image. 
 Perform other applicable duties as required (special events, pick up supplies, daily logs, 

etc.). 
 Maintain a respectful and positive work environment. 
 Complete all paperwork as required (chemical tests, cash sheets, accident reports, 

incident reports, daily logs, etc). 
 Participate fully in all training in-services and special meetings. 
 Positively promote the Churchbridge Aquatic Centre, the Pool Operating Committee and 

the Town of Churchbridge, including its programs, services, and fellow staff. 
 Follow all policies and procedures as set out by the Churchbridge Aquatic Centre and the 

Town of Churchbridge as well as those within the “Policy and Procedure Manual & 
Safety Plan”. 

 Carry out all duties assigned by manager/assistant manager. 
 First in-service requirement: go over contract; go over cleaning procedures, open & 

closing procedures, mechanical room checklists, daily checklists, putting dolphin in the 
pool, how to check boilers (working or not working), how to check temperature of the 
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water, how to use the pressure washer, how to check the oil, and how to check if the 
AED is working. The manager and assistant manager will assist with these procedures. 

 Ensuring Punch Pass Cards are given back to Patrons for future use. Staff WILL NOT be 
responsible for keeping the Cards in the till.  

 If you are teaching, to ensure that Program Stat swimming lesson sheets are added up 
and tallied before they are submitted to the Town Office. In addition, all sheets should 
be completed with the full participants name, the lifeguard that taught the session, and 
the dates that the session was taught. 

 
 

Junior Lifeguard 
 
Qualifications: 
 
Current Bronze Cross, Standard First Aid, CPR Level C  
 
 
Duties: 
 

 Perform lifeguarding duties including supervision of the Aquatic Centre, prevention of   

accidents and rescue/first aid in accordance to training and requirements through the 

Lifesaving Society and Saskatchewan Public Health. 

 Perform maintenance and cleaning of the pool facility. 
 Provide positive customer service and public relations. 
 Maintain a professional image. 
 Perform other applicable duties as required (special events, pick up supplies, , etc.). 
 Maintain a respectful and positive work environment. 
 Complete all paperwork as required (chemical tests, cash sheets, accident reports, 

incident reports, daily logs, etc.). 
 Participate fully in all training in-services and special meetings. 
 Positively promote the Churchbridge Aquatic Centre, the Pool Operating Committee and 

the Town of Churchbridge, including its programs, services, and fellow staff. 
 Follow all policies and procedures as set out by the Churchbridge Aquatic Centre and   

the Town of Churchbridge as well as those within the “Policy and Procedure Manual & 
Safety Plan”. 

 Carry out all duties assigned by manager/assistant manager. 
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6. Certification: 
 
It is the responsibility of each employee to ensure their certification for each required certification 
and/or award is current. 

Each employee is responsible for finding re-certification courses and dates, registering for them and 
attending them. Recertification opportunities are available through the Lifesaving Society. 

If certifications become expired, the employee will lose any scheduled shifts and not be further 
scheduled until the certification is once again current. Loss of shifts also means loss of pay. 

By law, it is required that we keep a copy of employee certifications on file. Please bring your original 
certification so that we may witness the original, photocopy it and sign it for our files. 

 

7. General Staff Expectations: 

As an employee/staff member of the Churchbridge Aquatic Centre and the Town of Churchbridge, it is 
expected that you will: 

1. Provide positive public relations and quality of programming. 
2. Maintain the integrity of the Churchbridge Aquatic Centre and the Town of Churchbridge. 
3. Maintain a positive attitude toward members of the Pool Operating Committee and staff of the 

Town of Churchbridge. 
4. Show respect for patrons, co-workers and supervisors. 
5. Follow all policies and procedures of any program agency used by the Churchbridge Aquatic 

Centre which is the Lifesaving Society. 
6. Employees are expected to report for work mentally and physically fit to carry out their duties. 

The workplace is an alcohol and drug- free working environment. See the Drug and 
Impairment Policy for more information.  

7. Communicate and/or report any grievances or issues directly to the manager or the staff at the 
Town Office so that they can be dealt with in a timely and professional manner. 

 

8. General Staff Regulations 

1. Employees are prohibited from smoking on the premises, on or off duty.  Alcoholic beverages or 
drugs are strictly prohibited on the premises. 

2. Employees are prohibited from eating and/or drinking while on deck. Lunch or refreshments 
should be eaten in the office area or lawn area of the pool. For health reasons and as a courtesy 
to peers, please clean up any mess you may leave. 

3. Employees shall not use profane, vile or abusive language in their daily duties or in the office 
during their breaks. 

4. Employees are prohibited from using cell phones, books, or ear buds while on deck.  Cell 
phones may be checked or used only at the staff member’s break time, once all interior checks 
(ie: change rooms, lobby area) are complete.  
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5. Off-duty employees shall refrain from loitering in the pool office. 
6. Non-staff members are not allowed in the office area at any time. 

9. General Staff Discipline (See Appendix T) 

Any employee breaking Churchbridge Aquatic Centre policy is subject to the following process: 

1. Verbal warning 

2. Written warning for second offence 

3. Third offence will result in a review with manager and/or board and could result in dismissal 

Immediate dismissal could result for the following: 

- Use of drugs or alcohol during work hours, or coming to work while under the influence of 

drugs or alcohol. 

- Theft of any pool property. 

- Willfully damaging pool property. 

Consequences of Negligence 

All employees of the Churchbridge Aquatic Centre should realize that if they are negligent in these 

duties and a serious problem arises, they can be held legally responsible. 

 

10. Uniforms: 

Lifeguard Uniform:  

The uniform consists: 

 Tank top, t-shirt or sweatshirt/hoodie – marked “Lifeguard” 

 Red or navy blue or black shorts 

 A hat (this is recommended and may be required on hot days) 

 Whistle  
** Uniforms will be provided by the Town of Churchbridge and are to be worn while working - 

staff are responsible for keeping their uniform clean and in good repair.   

Staff to Provide: 

 One-piece bathing suit 

 Shoes/sandals that will be worn only on the deck 

 A towel 

 

Protective Equipment: 

 Appropriate safety gear must be used when entering the mechanical room- full shoes OR steel 
toe boots & coveralls OR an apron. 

 A hat must be worn at all times when the temperature with humidex is 28° or greater. 
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 Sun screen must be worn.  

 Polarized sunglasses are permitted to protect eyes. 

 Fanny Pack will be supplied with barrier devices and disposable gloves. 

 Umbrella to be used as sun protection. 

 
 

11. Hours of Work: 
- All staff must be at work 10 minutes before his/her shift. These 10 minutes will be used to 

prepare for work (putting on uniform, becoming mentally prepared, etc.) and to begin the 
shift on time.  

- A normal work day is anywhere between 3 to 8 hours.  At full time this equates to 8 hours a 

day or 40 hours per week. 

 

Rest Periods (Saskatchewan Employment Act) 

Employees who usually work 20 hours or more per week must get 24 consecutive hours away from work 

in every seven days.  

Meal Breaks (Saskatchewan Employment Act) 

Employees are to get an unpaid meal break of at least 30 minutes within every five hours of work. 

Employees do not have to be paid for meal breaks, but if an employee has to do some work or be at an 

employer's disposal during a meal break, the employee must be paid for the time. 

Coffee Breaks (Saskatchewan Employment Act) 

The Saskatchewan Employment Act does not provide for coffee breaks. 

 

- Over 8 hours worked in one day is considered overtime and therefore, shifts will not be 

scheduled over 8 hours.  Overtime will also not be approved in the case of finding 

substitutes for shifts.  In the event that overtime must be worked, this time will be “banked” 

and “cashed in” during a week where less than 80 hours is worked.  This will not be paid out 

as overtime, but will be paid as stated on the staff member’s contract. 

 

- Due to inclement weather and lack of patrons, casual staff may be sent home after three 

hours. 

 

- Town of Churchbridge administration will make the staff schedule with assistance of pool 
management as needed. Once the schedule is made, it is expected that all employees report 
for their scheduled shifts. 

 

- Training in-services and meetings are a scheduled paid shift. 
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12. Requesting Time Off: 

If an employee requires time off and will be absent from their scheduled shift they must: 

1. Find a suitable replacement 
2. Fill out a Shift Change Request Form - APPENDIX A 
3. Gain approval from the manager or assistant managers. 
4. Shift changes must be approved before the shift. 
5. Time off during lessons: To ensure quality and consistent lessons, a maximum of two shift 

changes per lesson set can occur. The substitute must be the same person for both shift 
changes. 

6. Lesson plans must be given to the substitute and the substitute is expected to follow these 
lesson plans. 

7. Overtime will not be approved for shift-changes. 
8. A shift change request is not required in the case of illness or emergencies. 
9. Once a shift change is approved, it is the replacement’s responsibility to show up for the 

shift. 

 
 

Sick Time 

Please notify your supervisor as soon as possible in the event that you are sick so that a substitute can 
be found for your shifts. It is also appreciated if you can assist in finding a substitute – especially on 
weekends. 

Death in the Family 

Please notify your supervisor as soon as possible if you are unable to attend your shift due to a death in 
the family. 

 
13. Time Sheets and Payroll: 

1. Time sheets are due the Monday after the end of each pay period - APPENDIX B. 
2. It is the employee’s responsibility to ensure that the hours worked are totaled correctly. 
3. Employees are paid the Wednesday after the end of each pay period. 
4. Employees are responsible for completing their own timesheet. 
5. Timesheets are approved by the manager or assistant manager, and provided to the 

Town Administrator/Administrative Assistant. 
6. Work Scheduling hours many include morning, afternoon, or evening shifts as needed. 
7. Employees will be paid based on the staff schedule created. Any variations MUST be 

discussed and approved by the Manager. These variations will then be added to the 
appropriate lifeguards pay. 
 

See APPENDIX U for the Aquatic Centre Wage Matrix. 
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14. Lifeguarding Shifts: 

On-Deck Shifts 

1. Be in full uniform. 
2. Actively scan and supervise designated zone/area of the pool including the patrons, the water 

and the deck. 
3. Be alert and vigilant at all times, consistently enforcing rules and preventing accidents. 
4. Communicate with other lifeguards as required through use of hand signals, whistles, etc. 
5. Remain on active duty until your off-deck rotation. Your off-deck rotation occurs only if another 

guard has actively relieved you from your zone. 
6. Lifeguard rotations will be set in response to the number of swimmers, maintenance duties, 

emergency situations, etc. 
7. Pool supervision/coverage must be maintained at all times while patrons are in the facility. 
8. The number of guards versus patron ratio must be maintained according to the lifeguard/patron 

ratio policy. 
9. “In-pool Checks” may be conducted, but no more than once per hour on busy days.   

a. Lifeguards should clear the pool (have patrons sit on pool edge) by blowing whistle.  
Announce to the patrons that this will be a quick Pool Check and will last approximately 
10 minutes. 

b. Once cleared, one or two lifeguards can enter the water (one to two lifeguards must 
remain on pool edge to guard patrons), to do a quick check of all underwater areas, 
focusing on the deep end.  Also do a chemical balance check if necessary.  Once the 
check has been completed, public swimming may resume.  Again, this should take no 
more than 10 minutes. 

10. Educate the patrons rather than scolding them. 
11. Treat patrons, of all ages, with respect and courtesy. 
12. Sitting down is unacceptable when guarding unless in the lifeguard chair or when there is 10 or 

less swimmers in the pool. 
13. Maintain a professional posture and image – no leaning/slouching, chewing gum, swinging 

whistle, talking with friends, etc. 

 

Off-Deck Rotations 

**Remember that the off-deck rotations are a break from guarding but NOT a break from working! 

1. Walk through the change rooms flushing toilets, picking up garbage, squeegee floors, enforcing 
security and pool rules.  Ensure change-room checks are completed once per shift, and in a 
sporadic nature.  Sign check-list. 

2. Complete any required chores such as tidying guard room, PFD’s storage, lesson plans, etc.  
3. Ensure that you have a chance to use the washroom, re-hydrate and reapply sunscreen and get 

a general “break” from the sun, noise and public.  
4. Remain within hearing distance of the deck in case the other lifeguards require assistance. 
5. Perform first-aid and customer service as required. 
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** Lifeguards, both on and off duty must also be aware of environmental and water changes such as 
inclement weather, murky water, poor water chemistry such as low chlorine levels, etc. If conditions 
become unsafe, the pool should be cleared to protect the patrons and the staff. 

 

Hot Day Policy 

** This should come into effect during public swimming and on days where the temperature and/or 
temperature and humidity are making it challenging for lifeguards to effectively do their job.  Discuss 
with your fellow on-shift guards any discomfort you are experiencing or witnessing due to hot weather. 

1. A hat must be worn when the temperature or temperature + humidex rises above 28C. 
2. Rotations should be kept to a maximum of 10 minutes per position.  With four guards on deck at 

a time, a guard should not be on deck for more than 40 minutes straight; with three guards on 
deck at a time, a guard should not be on deck for more than 30 minutes straight. 

3. Lifeguards should keep a water bottle with them while on deck. 
4. When being replaced at a position, lifeguards should be encouraged to submerge self in water 

for a moment to cool off before moving to the next guarding location.  

 

 

15. Lifeguard to Patron Ratio 

During unstructured swims such as public swimming and school rentals, the lifeguard to potential swim 
patron ratio for pool and immediate deck area is: 

 1 lifeguard: 30 patrons 
 2 lifeguards: 31-60 patrons 
 3 lifeguards: 61-99 patrons 

*An additional lifeguard for every additional 50 patrons 

**Additional lifeguards may also be required for factors such as high-risk patrons such as a kindergarten 
class; very hot day; sun and glare. 

During structured swims such as speed swimming or lane swimming, the ratio will be: 

 1 lifeguard: 49 patrons 
 2 lifeguards: 50-75 patrons 

Non-swim Patrons on unsupervised grass area are not included in this ratio. 

 

16. Instructing Shifts 

1. Instructors must have all equipment and materials prepared before the class starts. 
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2. Instructors are to be dressed appropriately and ready to enter the water at any time during 
classes. 

3. Instructors must keep a buoyant rescue aid available at all times in case of an emergency during 
lessons. 

4. Classes begin on time and end on time. 
5. Instructors are to ensure that program agency standards are being met – performance criteria, 

must sees, etc. 
6. Assistants or “lesson helpers” act under the direction of the instructor.  Helpers must be used 

for all Levels below Swimmer 3 (Swimmer 2 and under must have a lesson helper). 
7. Short-term lesson plans are to be prepared for each class taught and be left in a place where 

substitutes can access them. 
8. Games and equipment used in a lesson must support the curriculum being taught – must have a 

purpose as need to be productive and are subject to question by parents 
9. Instructors must be in the water for every class in order to properly demonstrate skills and 

assist students (see “in-water” ratios below). 
10. The diving board (except for compact jumps) is not to be used during lessons. 
11. Please ensure your students know your name and where to meet you each day before lessons 

start. 
12. Attendance must be taken each day and for no more than 30 seconds to one minute. 
13. Please ensure that all lessons are taught in the water. 
14. Please ensure that PFD’s and lifejackets are rinsed off in the shower after each use and hung up 

properly to dry. This will lengthen their lifespan. 
15. Please ensure you are giving each student daily feedback, corrections and assistance for all 

required swimming level content. 
16. In the case of inclement weather, “land” lessons will be held in the facility.  

 

In-water ratio for Instructors 
 - Pre-school and Parent & Tot Levels = 100% of the lesson 
 - Levels 1-3 = 100% of the lesson 
 - Levels 4-6 = 50% of lesson 
 - Rookie, Ranger, Star Levels = 50% of the lesson 

Lesson Evaluation Supplies 

1. Rosters and worksheets are to be filled out to evaluate each student. 
2. Report Cards and Badges are available.  Please advise the Town Office if supplies are low. 
3. Progress cards and/or report cards are to be kept in your personal folder – located in the filing 

cabinet. 
4. Students/parents may bring previous report cards.  DO NOT lose these cards as they are 

important to the child and parent. 
5. Report cards that are not claimed on the last day should be given to the manager to keep in the 

“unclaimed report card file”. 
6. Please ensure that you write clear, legible and constructive comments on the report cards; 

especially if the student requires more work in a certain area. 

 

17. Cleaning and Maintenance: 
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1. Daily cleaning and maintenance is expected to assist in the prevention of disease transmission 
and accidents. 

2. Make sure all exits are clear of debris in case of emergency evacuation. 
3. Lifeguards are NOT to perform cleaning and maintenance while on active lifeguard duty. 

Cleaning and maintenance are to be done by off-deck lifeguards or during time when public are 
not in the facility. 

4. All maintenance/cleaning duties are listed in the cleaning binder located in the office desk.  
5. Staff needs to ensure that all duties are carried out. Once duties are carried out, you must 

initial beside the duty on daily logs (Appendix C). 
6. Cleaning supplies can be found in the facility. 
7. DO NOT use hazardous chemicals around public. 
8. MSDS sheets (sheets that tell you all chemical information) are kept in the office. Refer to them 

when in doubt, or if it’s your first time using a new chemical. 
9. A chore “how-to” list is kept in the cleaning binder. Refer to this if you need to. 
10. Maintain grass area - weeding & garbage. Grass to be mowed by Town Staff unless otherwise 

instructed. 
 

**Please do not attempt to perform maintenance or cleaning if it is not in the procedure manual 
(Example: do not attempt to fix the filters). 

**If items require maintenance that is not within the manual, please inform the manager or Town 
Staff. 

 

18. Public Relations and Customer Service 

Public Relations: How we talk and deal with our customers/patrons 

Customer Service: What we provide – good program times, quality programs etc 

a. Good Public Relations 
Be polite and cheerful during time in office. Remember, everything you do within the office 
is noticed by the public. The public remembers and comments on negative things more than 
on positive things. Good public relations will make your job easier.  

To maintain good public relations: 
 - Be simple 
 - Be specific 
 - Be persuasive 
 - Be positive 
 - Smile! 

Employees will: 

 Demonstrate a positive, courteous and sincere attitude. 

 Greet and acknowledge patrons that enter the facility. 

 Take initiative with patrons. 

 Try to find a positive solution when dealing with problems or conflict. 
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b. Complaints and Inquiries 
From time to time, patrons will have a complaint, comments or inquiries regarding your 
facility and/or program. 

 Remember that everyone has the right to their opinion and to make comment. How the 
employee handles the situation can make all the difference in a good or bad outcome. 
 

 If a lifeguard cannot deal with a specific situation quickly and resolve the situation, they should 
invite the patron to fill out a complaint form (Appendix E) or a compliment form (Appendix S) 
which in turn will be given to the Manager. 

 

 

Formal Complaint Procedure: 

Have the patron fill out a complaint form (Appendix E). Ensure you go through it with them to make sure 
you understand their comments and complaint – complaint forms are located in the filing cabinet as 
well as a copy at the back of this manual. 

 Use discretion and diplomacy. 

 Ensure the patron that the complaint will go forward. 

 Do not promise the patron anything. 

 Forward the form to your supervisor to deal with. 

 Check to see if there is anything you can do right now for them. Advise them that the manager 
will follow up with them. 

 Give form to manager or assistant manager, or leave in manager or assistant manager’s folder 
and notify them that it is there. 
 

If Pool Manager/assistant manager cannot resolve the complaint, they will forward it to the Town 
Office. 
 

c. Refund Form and Policy 
The only refunds considered will be those regarding Lessons. Please see the Lesson refund policy on 

Page 43. Once the Refund Form (Appendix N) is filled out and a member of the Aquatic Centre has 

signed the form, either the Patron requesting the refund or the Aquatic Staff (a lifeguard) can submit it 

to the Town Office for consideration. Please make sure that the form is completely filled out before it is 

submitted. 
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d. Telephone Use 

 Good customer service when using the phone is expected of all employees. 

 Please answer the phone in the following manner: “Good Morning/Afternoon/Evening, 
Churchbridge Aquatic Center __________ speaking.” 

Take messages including name, phone number, date and time of the call for any staff who are not 
present or who are working on deck. 

Personal calls should be kept to a two minute maximum as this is the emergency phone at the pool. 

 

e. Lost & Found 
The Churchbridge Aquatic Center is not responsible for lost or stolen items. Lost and found items will be 

held for two weeks at the Town Office after the closure of the Pool. 

 

 

19. Discipline of Patrons 

Be firm but courteous in all patron discipline situations. 

In order for equitable and efficient disciplinary control, not only must you be consistent in your 
discipline, the complete staff must be consistent.  Please use the bulletin board to communicate to 
other staff any disciplinary issues or actions so that everyone is aware of infraction history. 

Don’t make enemies with chronic problem makers. If you are “buddies” with them, usually they will 
listen to you and behave better. 

When dealing with parents EXPLAIN the problem and your position using the policy procedures. Don’t 
be afraid to take action because your decisions are what make the pool run smoothly and safely. 

First Infraction 
Explain the rule to the person along with the reason the rule exists. If the person persists, warn them 
that continued behavior will result in reduced pool privileges. 

Second Infraction 
Explain the rule and reason to the offender again, and make them sit out of the pool for 10-20 minutes. 

Third Infraction 
Expel the offender from the premises for 1 day.  Fill out an Incident Report Form (Appendix G) – one 
copy of the form should stay on file at the pool and one copy should go to the Town Office. 

If the offence is one of a serious nature such as: destroying equipment, assaulting lifeguards, refusing to 
leave, please report it to the manager/assistant manager. The manager and/ or Town staff will decide if 
the behavior is serious enough to result in a prolonged or indefinite suspension. 
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20. Pool and Facility Rules 
All staff members are expected to know and understand the reason for each rule to educate patrons. 
Patrons will be given 2 warnings and if rules are violated a 3rd time they will be asked to leave the facility 
for the remainder of the day.  

General Rules for Patrons 
1. Maximum swimmer load is 225. 

Reason: Safety of patrons. (Public Health Regulation) 
 

2. Pool area is supervised – Lifeguard is on duty.  They are not there to babysit. 
Reason: To ensure public’s protection. 
 

3. All persons entering the facility will be required to pay whether or not they intend to enter the 
water. 

Reason: Fair to all users of facility. 
 

4. Children 7 years of age and under are not allowed to enter the aquatic centre by themselves. 
Reason: To ensure the child’s safety. 
 

5. Preschoolers (5 and under)  
a. Must be within arm’s reach of an adult at all times when outside of the beach-entry area 

(beyond the first rope marker). Maximum of 2 preschoolers per caregiver if swimming 
outside of the beach-entry area.  A caregiver is considered to be someone 13 years of 
age or older. 

b. Maximum of 3 preschoolers per caregiver if swimming in the beach-entry area (up to 
the first rope marker). A caregiver is considered to be someone 13 years of age or older. 

c. Lifejackets are recommended for all preschool swimmers. 
 

Reason: Preschoolers are a high-risk category and cannot be solely focused on by the 

lifeguards. 

 

6. Infants are required to wear leak-proof swim pants. 
Reason: To prevent contaminating the pool (Public Health Regulation) 
 

7. Use of inflatable wings for preschool is allowed. 
Reason: Parents Preference/ child unable to swim 

 
8. Please only dive in the designated areas. 

Reason: Head and spinal injuries could occur 
 

9. Pool-supplied flotation devices will be allowed if lifeguard to swimmer ratio is less than 1 to 20. 
Reason:  They can create blind spots, and make it harder for the lifeguards to see 
 

10. A cleansing shower must be taken before entering the water. 
Reason: To remove dirt and oils from the body to prevent contaminating water (Public 
Health Regulation) 
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Facility 
11. Please remove all street shoes before entering the change room and deck area. 

Reason: To prevent contaminating the change room floors and deck area (Public Health 
Regulation) 
 

12. Only CAC staff are to use or touch the stereo/speaker, including volume buttons.  Only pre-
approved music on the CAC Ipod will be played.  The speaker should stay by the mechanical 
room. 

Reason: Staff should set an appropriate volume and it should not be changed based on 

one patron’s preference.  Music must be “clean”.  Keep the speaker by the mechanical 

room (and store in the mechanical room) – hopefully it will be less accessible to patrons.   

 

13. Water Features and Waterslide  
a. Both the water features and waterslide can operate at the same time, but cannot be 

continuously turned on and off.  CAC staff will use discretion on the use of the water 
features based on wind conditions and staff availability. 

Reason:  Continuous on and off will wear out the switches and possible the 

pumps for the features and slide, but they can run at the same time since they 

are run by two separate pumps and two separate power sources.  If sight lines 

are an issue with one lifeguard on the deck, add a second guard to the deck if 

necessary. 

b. Use of the waterslide – the waterslide can be used by all patrons, regardless of age, 

provided that younger patrons are not being disregarded and there is no risk of injury.   

Waterslide rules remain in effect for all.  Please follow direction from CAC staff. 

Reason:  As long as younger swimmers have the first right to the slide, allow all 

patrons to use, but not abuse the slide.  

 
14. Water Temperature – CAC water is set to 25C and will not be adjusted. 

Reason: To ensure proper chlorination, 25C is the standard temperature set out by 
many Canadian provincial health authorities including the governments of Alberta and 
B.C.   

 
15. Food and drink are NOT allowed on deck- only on designated grass area. 

Reason: Food and drink can cause problems for the pool. 
 

16. Recycling and garbage cans are to be used throughout the aquatic centre. 
Reason: Clean environment and no garbage entering the pool. 
 

17. The Churchbridge Aquatic Center is not responsible for lost or stolen items. 
                           Reason: Lifeguards are there to protect swimmers not items. 
 

18. Non staff members are not allowed in the office area at any time. 
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Reason: This is a staff area for breaks and a moment of quiet.  Staff also keep personal 
possessions in this area and should not have to be concerned with others touching their 
items. 
 

19. The use of alcohol, cannabis or cigarettes on pool property is prohibited. Anyone smoking or 
believed to be under the influence will be asked to leave the premises.  
  Reason: Smoke free workplace and facility is attended by many young patrons. 
 

20. Patrons must obey the following rules during use of the rock wall: 
- Swimmers only. 
- Climbers must read, understand and obey all posted rules. 
- Only one climber on the wall at a time. 
- Only feet-first entries are allowed. NO EXCEPTIONS! 
- Must be supervised when in use. 
- Climb must begin from the water. 
- Swim away from the drop zone when you are done with your climb. 

Reason: Safety of patrons 

Safety 
21. No glass containers are allowed. 

Reason: Glass causes injury. 
 

22. Please do not stand on the mats. 
Reason: Risk of falling on others, hitting wall, bottom of pool, etc. and inflicting or 
causing spinal and head injuries on self or others. 

 
23. Please do not run on the deck. 

Reason: The deck is inherently slippery due to the water from the pool.  There is a risk of 
slips/falls causing head and spinal injuries, scraped knees, twisted ankles, etc. 

 
24. Horseplay will not be tolerated on the slide, in the pool or in the designated grass area. 

Reason: Injuries can occur to the person or others. 
 

25. Swimmers must have Lifesaving Level 4 or be able to tread water for 30 seconds and swim the 
width of the pool to swim alone in the deep end. Lifeguards have the right to ask you to do this 
at any given time. 

Reason: Swimmer could be a risk to themselves and swimmers around. Lifeguards need 
to focus on all patrons. 
 

26. Grass area is not supervised – Use at Own Risk. 
Reason: Lifeguards are only life guarding the pool not the grass area. 
 

 

Emergencies 
27. When emergency whistle sounds clear pool immediately. 

Reason: An emergency is taking place and staff needs to have the event under control. 
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28. First Aid Kit and AED is available in office. 
Reason: Easy access for life guards 
 

29. Emergency Phone is available in office. 
Reason: Access for staff and public. 
 

30. Weather-related – When the pool is cleared or closed due to thunder and/or lightning, it must 
remain cleared/closed for at least one half-hour after the last sound of thunder (even distant) or 
sighting of lightning. 

Reason: Electrical storm policy 

 

31. Patrons who are intoxicated and causing problems will be reported to the police 
Reason: Injuries, confrontations, violence to staff and other patrons. 

 

 

21. Admission Rules 
 Preschoolers (5 & under) 

o Must be within arm’s reach of an adult at all times when outside of the beach-entry area 
(beyond the first rope marker). Maximum of 2 preschoolers per caregiver if swimming 
outside of the beach-entry area.  A caregiver is considered to be someone 13 years of 
age or older. 

o Maximum of 3 preschoolers per caregiver if swimming in the beach-entry area (up to 
the first rope marker). A caregiver is considered to be someone 13 years of age or older. 

o Lifejackets are recommended for all preschool swimmers. 

 Persons with medical condition must notify staff of the condition prior to entering 

 No one aged 7 or under is allowed to enter the facility by themselves. 

 All season passes holders will sign a contract that includes the rules, disciplinary procedure.  
Season pass holders’ names will be displayed in the lobby.  

22. 2020 Prices and Rates  

Public Swimming 

 Day Month Season 

Pre-school (ages 5 & under) Free Free Free 

Child (ages 6-17) $5.00 $67.00 $95.00 

Adult (ages 18-64) $6.00 $75.00 $115.00 

Senior (ages 65+) $5.00 $67.00 $95.00 

*Family $20.00 $150.00 $240.00 

** Family Pass Add-on - - $40 per person 
 Season passes are good for Aquacize and Lane Swim. 
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* Day OR Family pass includes immediate family (which consists of one or two parents/guardians with 

minor children 6-17 years of age. 

** Family Pass Add-on is an option for grandparents or older siblings.  A Family Season Pass must be 

purchased first. 

10 Swim Pass (Adult) $55.00 

10 Swim Pass (Child) $40.00 

Aquacize/Lane drop-in   $6.00 

BBQ rental $20.00 

 

Lessons 

 With Season Pass Without Season Pass 

Parent & Tot 1 $40.00 $50.00 

Parent & Tot 2 $40.00 $50.00 

Preschool 1-5 $52.50 $62.50 

Swimmer 1-3 $60.00 $70.00 

Swimmer 4-6 $67.50 $77.50 

Rookie, Ranger, Star $75.00 $85.00 

 

 Lesson spots are reserved upon payment. 

 There will be NO refund for lessons if withdraw seven (7) days or less before start of session. 

Bronze Medallion $120.00 

Bronze Cross $120.00 

Bronze Cross Add-on (if 
Medallion is completed 
in the same session) 

$73.00 

Bronze Cross Recert. $70.00 
 Bronze Courses include Canadian Lifesaving Society Manual.   

 

Rental of Facility 

Amount of Lifeguards/Patrons  Fee (per hour) 

2 lifeguards: 30-60 patrons $60 

3 lifeguards: 61-99 patrons $80 

 

*A minimum of two lifeguards are required per an hour rental. One lifeguard is to be in the 

office and the other is to be on deck.  

*Rentals are only available if the times are outside the parameters of already scheduled events 

and provided that there are enough lifeguards to cover the rental when it is requested.  
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____________________, as an employee of the Churchbridge Aquatic Centre, I have 

read the Policy and Procedure Manual & the Safety Action Plan understand and agree 

to comply with all the terms set forth in this hand book. I realize that a copy of this will 

be put on my personnel file and can be referenced by my supervisor or higher authority 

at any time. 

_________________________   _________________ 
Employee      Date 

 

_________________________   _________________ 
Manager      Date 

 

_________________________   __________________ 
Board Member/Town Admin    Date 
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SAFETY PLAN 
 

A. QUALIFICATIONS 

Manager 

Current National Lifeguard Standard or Bronze Cross, Standard First Aid, CPR Level C, Pool 
Operators Course, WHMIS 

 
Assistant Manager 

 
Current National Lifeguard Standard or Bronze Cross, Standard First Aid, CPR Level C, Pool 
Operators Course, WHMIS 

 

Lifeguard/Instructor 

Bronze Cross, Standard First Aid, CPR Level C, and Lifesaving Instructor (LSI – if teaching lessons). 

Casual Lifeguard 

Casual Lifeguard – Minimum of Two Years Experience: Minimum qualifications are Bronze Cross, 

Standard First Aid, CPR Level C  

OR 

Casual Lifeguard – Starting or One Year Experience: Minimum qualifications are Bronze Cross, 

Standard First Aid, CPR Level C.  Supervised by a Casual Guard with no less than two years 

experience or staff with NLS certification. 
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B. PROCEDURES 

1. Disorderly Conduct 
Disorderly behavior is defined as behavior likely to cause injury to the persons concerned or other users.  

Communicate all infractions with other lifeguards, on-duty or coming on-duty, to ensure consistency and 

proper application of discipline. 

Minor Infraction 
 Follow Discipline of Patrons procedure (Page 21) 

 First infraction – Explain rule and reason. For example: Diving is prohibited in the shallow for 

your own safety and the safety of others. 

 Second infraction – Again explain rule and reason, and make patron sit out of pool for 10-20 

minutes. 

 Third infraction – Expel offender from the premises for 1 day.  

 Staff should not enter the pool to try and remove offenders. 

 Ensure other staff members are aware of situation and offender. 

 Fill out an Incident Report Form (Appendix G) – one copy of the form should stay on file at the 
pool and one copy should go to the Town Office. 

Major Infraction 
This requires an immediate response 

For example: Fighting, Damage, theft, sexual assault  

 If the incident is serious the pool must be cleared. 

 Call 911. 

 Fill out an Incident Report Form (Appendix G) – one copy of the form should stay on file at the 

pool and one copy should go to the Town Office. 

 

Assault 
Members of staff are permitted to use “Reasonable “force to defend themselves against personal 

assault. Whenever possible a lifeguard should try to prevent a situation escalating to this point, if it does 

arise try not to become involved in it.  

 Try to summon assistance from other lifeguards or call 911. 

 Immediately inform the Town Office of the incident. Fill out an Incident Report Form (Appendix 

G) – one copy of the form should stay on file at the pool and one copy should go to the Town 

Office. 
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2. Evacuation  
 It is the responsibility of the Manager and lifeguards to familiarize themselves with the 

emergency evacuation procedure and map enclosed in Appendix H and Appendix I available on 

the pool notice board.  

 The Aquatic Centre must maintain a register of all staff present and ensure that during an 

evacuation, all persons are accounted for. 

 Incident Report, as found in Appendix G, should be filed in all these incidents. 

3. Emergency  

a. Procedure for Minor Emergencies 
1. Guard #1 blows two short blasts of whistle and points 
2.  Guard #2  moves to cover Guard #1’s area while situation is handled 
3. Guard #1 assesses the situation; performs first aid where required; fills out incident report  

(Appendix F or G) where required. 
4. Guard #1 resumes guarding 
5. Guard #2  returns to original duties 

 
**If there are more guards on duty, they will assist with all the above. 

 

b. Procedure for Major Emergencies 
Emergencies which require the intervention of more than one lifeguard or the EMS: 

1. Guard #1 blows one long whistle, signals problem and points to the location 
2. Guard #1 moves to make contact with victim and takes charge of the victim 
3.  Guard #2  ensures that the pool is cleared, 

- gets needed equipment, 
- ensures 911 (EMS) is called, 
- assists under the direction of Guard #1, 
- fills out patient report sheet 
- unlocks gate for EMS 

4. Guard #2  passes victim report sheets to EMS 
5. Manager/Assistant Manager ensures that the Town of Churchbridge is notified 
6. All guards fill out injury incident report form found in the first aid kit and in Appendix F. 

 
** If there are more guards on duty, they will assist with all the above. 
** If the emergency involves a spinal injury or suspected spinal injury, only an on-duty NLS guard may 
remove the victim from the pool with a spinal board.  If an NLS guard is not on duty, staff may move 
the victim to shallow water, but must wait for First Responders to remove the victim.  Staff is strongly 
encouraged to allow First Responders to take control of any major emergency upon their arrival. 
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It is the responsibility of the lifeguards to call for an ambulance if required and can only be delegated 

under the direction of Guard #2.  It is also the responsibility of Guard #2 to send a staff member or 

delegated person to meet the ambulance outside of the building. The member of staff or delegated 

person will then take the Ambulance crew to the scene. 

  

c. Staff Accidents 
In cases where staff members have suffered an injury at work the Town Office must be informed and a 
detailed incident form (Appendix G) completed. 

d. Casualty 
Call 911. 
Each lifeguard records what happened without consulting other lifeguards. 

e. Spinal  
If on land: 

 First lifeguard 
o Signal major emergency - get recognition from other lifeguards 
o Approach patient 
o Perform a spinal rollover that is appropriate for the situation 

 If face up, simply use a proper stabilizing technique 
o Check for breathing 

 If breathing - monitor until emergency staff arrive 
 If not breathing - roll over with assistance and start CPR 

o Treat until assistance arrives 
 

 Remainder lifeguards  
o clear pool 
o contact 911 and take equipment to first lifeguard 
o assist in the removal of the victim 
o assist in securing victim to spineboard when necessary 

 
In water: 

 First lifeguard 
o Signal major emergency - get recognition from other lifeguards and slip into pool 
o Approach patient 
o Check for breathing 
o *If an NLS guard is on duty, the following may be performed by the NLS guard: 

 If breathing remove from water carefully 
 If not breathing - get patient out of water IMMEDIATELY 

o Remove from water carefully 
o Treat until assistance arrives 
o *OR, If an NLS guard is not on duty: 

 The victim may be carefully moved to shallow water by lifeguards 
 Victim removal from water must be performed by First Responders 

 

 Remainder lifeguards  
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o Clear pool 
o Contacts 911  
o  Take spine board to first lifeguard 

f. Drowning 
DNS 

 First lifeguard 
o Call for minor emergency, get recognition and go 

 Remainder lifeguards 
o Cover  
o Bring first aid kit 

Double DNS 

 First lifeguard 
o Signal major, get recognition and go 
o Enter pool giving aid to one 
o Break apart, leave aid with one and carry other 
o If you cannot break apart - tow to shallow water 
o Follow up with treatment 

 

 Remainder Lifeguards 
o Clear pool 
o Call 911 
o Assist first lifeguard 
o Appoint someone to control patrons 

 

g. Submerged 
 First lifeguard 

o Signal major emergency- get recognition from other lifeguards and go 
o Treat until assistance arrives 

 

 Remainder lifeguards  
o Clear pool 
o Deliver equipment 
o Help to remove victim 
o Contact 911  
o Monitor patrons 
o  Take spine board to first lifeguard 

h. Unconscious 
 Signal Emergency 

 Determine reason and treat accordingly 

i. Minor Cuts and Bruises 
 Follow minor emergency procedures. 

j. Heat Exhaustion 
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 Follow minor emergency procedures. 

k. Fecal Matter, Vomit, Blood Release in and around Pool 

In the event of fecal or vomit - log of the incident recorded using Appendix J. 

Churchbridge Aquatic Centre Water Contamination Response  

NOTE: Always wear gloves when cleaning these types of accidents. 

A public swimming pool that has been contaminated by feces or vomit should have the following 

steps enacted: 

 
Procedure A – Pool Water Contaminated With Normally Formed Stool or Vomit  

1. Evacuate the pool immediately.  

2. Remove fecal or vomit material from the pool using a scooping device and dispose of stools or 
vomit into a toilet or if possible vacuum directly to waste.  

3. Clean and disinfect all equipment used for removing the fecal/vomit material, with a detergent 
solution, followed by a chlorine solution (e.g. 1 part bleach to 9 parts water) and allow a contact 
time of at least 15 min.  

4. Check to ensure that the pH of the water is 7.2-7.6 or lower and adjust if necessary to ensure 
chlorine effectiveness. 

5. Verify and maintain water temperature at 25 degrees Celsius or higher. 

6. Operate the filtration/recirculation system while the water reaches and maintains the proper 
free chlorine concentration during the remediation process; and  

7. Test the chlorine residual at multiple sampling points to ensure the proper free chlorine 
concentration is achieved throughout the water for the entire disinfection time.  

8. Re-opening information is detailed below.  

9. Document all steps taken, and all analytical results obtained.  

 

For purposes of this section, CT means concentration in milligrams per litre multiplied by time in 
minutes. CT= C (mg/L) x T (min)  
 
 In addition to the above measures, the specific treatment of the water depends upon the type of 
contamination. The water should be treated as follows:  
 

a) Vomit-contaminated water  
Raise the free chlorine residual to 20 mg/L by adding 55L chlorine, and maintain for at least 2-3 
hours, or meet an equivalent CT value as shown in the table below.  At 20 mg/L, pool may be  
re-opened after 2-3 hours. 

 
b) Formed-fecal contaminated water  

Raise the free chlorine residual to 2.0 mg/L (if less than 2.0 mg/L), and maintain for at least 25 
minutes, or meet an equivalent CT value as shown in the table below.  At 2.0 mg/L, pool may be 
re-opened after 25 minutes. 
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CT for Response to Formed-
Fecal Incident Chlorine 
Concentration (ppm) 

Disinfection Time Equivalent CT Values 

1.0 50 minutes 50 

2.0 25 minutes 50 

3.0 17 minutes 50 
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c) Blood-contaminated water  
If the public swimming pool is operating at required chlorine residual and pH, it may remain 
open.  If the free chlorine residual is below the required minimum residual level, the operator 
shall immediately close the public swimming pool until the free chlorine is verified to be at or 
above the required minimum.  
 

Procedure B – Pool Water Contaminated with Diarrhea 

1. Two short whistle blasts. 

2. Evacuate the pool immediately. All swimmers should take a thorough shower. 

3. Shut main pump off. 

4. Remove any visible stool with a scooping device or vacuum and dispose of the material into a 
toilet or directly to waste.  

5. Add 55L of chlorine. 

6. Turn sand filters to “recirc” (recirculation) and turn pump back on. 

7. Clean and disinfect all equipment used for removing the fecal material, with a detergent 
solution, followed by a chlorine solution (e.g. 1 part bleach to 9 parts water) and allow a contact 
time of at least 15 min.  

8. When done, close pool for 8 hours and clean deck and washrooms. 

 
Note: A CT Value of 9,600 is any combination of chlorine concentration and time, in minutes that will 
yield 9,600.  
(e.g. Raising the chlorine residual to 20 ppm, and running the recirculation equipment for 8 hrs will 
provide a CT of 9,600, if the pH is maintained at 7.2-7.6 or less and the temperature at 25°C (77F) to 
ensure chlorine effectiveness. (i.e. 20 ppm X 8 hrs X 60 min/hr = 9,600)).  
 

1. Clean and brush down the walls of the pool, the skimmer housings, and skimmer baskets.  

2. Backwash the filters to waste.  

3. Disinfect the deck area surrounding the swimming pool with 100 ppm chlorine (bleach) solution 
or equivalent.  

4. Restart the recirculation system and test the water to ensure the chlorine and pH meets 
regulatory requirements prior to re-opening the pool. Take samples for bacterial analysis (i.e. 
total coliforms and fecal coliforms – One sample should be taken for each analysis at a water 
depth of at least 1 ft below the water’s surface. 

5. Complete the required cycles of the pool water (24 hrs). 

6. Only open if pool testing is satisfactory.  
7. Document all steps taken and all analytical results obtained in your logbook.  

 

 

Procedure C – Fecal Accidents or Vomiting on the Pool Deck, Change rooms or Other Common Areas 
From time to time vomiting and fecal accidents occur in areas of the facility outside of the pool basin. 
Appropriate steps must be taken to clean and disinfect the contaminated area to protect employees and 
patrons. These steps include:  

1. Remove and dispose of all fecal material/vomitus into a toilet.  

2. Wash the contaminated area with soap and water, flushing all waste away from the pool.  

Clean and sanitize the area with a detergent solution, followed by a chlorine solution (e.g. 1 part bleach 

to 9 parts water) and allow a contact time of at least 15 min. 
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l. Low Chlorine Levels 
 If chlorine is lower than 1, close pool for 30 minutes to slug chlorine – add 18L of chlorine. 

m. Water Clarity 
 If the deepest part of the pool ceases to be clearly visible the situation must be assessed and 

action taken. 

 If the clarity does not meet the required standard the pool must be cleared and the problem 

taken care of. 

n. Overcrowding 
 Lifeguards must ensure that the pool permitted capacity is not overloaded (135 potential swim 

patrons in beach entrance area and 90 potential swim patrons in deep end). 

 Non-supervised Grass area capacity- 50 non swim patrons. 

 If this occurs then some patrons will have to be asked to leave. 

o. Inclement Weather 

Electrical Storms (Thunder and Lightning):  

It is a good idea to keep an eye on the weather.  Be sure to remind yourself and your fellow guards on 
duty where the flashlights are located should there be a power outage. 

- Lifeguards should clear pool as soon as lightning is spotted or thunder is heard. 
- To avoid false alarms, have a second guard confirm the sighting or sound before sending 

patrons away. 
-  If after 30 minutes, there is no change in weather, the pool will be closed. 
- The pool can reopen 30 minutes after thunder is last heard or lightning is last seen. 

Tornado:  
If there is a severe tornado warning for the area the pool should be evacuated.  Call manager or the 
Town of Churchbridge if needed.  If there is not time for the entire water park to be evacuated before a 
tornado strikes, try to keep patrons in the change rooms, low down in a door way and away from glass 
and things that could be broken.  Call 911 if possible.  Weather pending, pool activities may resume 30 
minutes after the warning has been lifted. 

Flashflood: 
If there is a flashflood, evacuate the pool and call emergency services, such as the police to give you 
direction on what steps to take next.  Then call your supervisor to update them on the situation. 

p. Fire 
Follow Evacuation Plan Appendix H. 

q. Bomb Threat 
Follow Evacuation Plan Appendix H. 
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r. Structural Damage 
On discovering structural damage inform the Town Office. 

Town Staff will assess the situation as quickly as possible and initiate the following procedures if 

required. 

 

 Evacuate the area affected 

 Seal off the affected area. 

 Town Office will contact the contractor of the pool for further instructions. 

s. Power Outage 
 If the main electricity supply fails the Pool must be cleared. 

  Notify Town staff to assess the situation. 

 No one can re-enter the pool until power is restored. 

 Ensure all pumps are turned back on when power returns. 

 Call Manager or Assistant Manager if there are problems. 

t. Gas/Chemical Leak 
 Follow Evacuation Plan Appendix H. 

u. Chemical Spills 
In the event of chemical spill - Call 1-800-667-7525 

Have Material Safety Data Sheets (MSDS) available for type of chemical spilled. 

Complete Incident Report - Appendix F and/or G and notify the Town staff and the Town Office. 

 

Skin Splashes 

 Check MSDS for treatment 

 Call 1-800-454-1212 

 Flood area with running water for at least 15 minutes until chemical has been displaced 

 Seek medical help 

Eye splashes 

 Check MSDS sheets for treatment 

 Call 1-800-454-1212 

 Flood eye with running water from eyewash bottle.  

 Continue for 15 minutes and ensure the eye is thoroughly cleaned by holding the lid 

open from time to time. 

 Immediate medical attention is required. 
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Inhalation 

 Check MSDS sheets for treatment 

 Call 1-800-454-1212 

 If safe to do so remove the affected person from the contaminated area. 

 Loosen clothing to allow breathing 

 

Ingestion 

 Check MSDS sheets for treatment 

 Call 1-800-454-1212 

 If the substance has not been swallowed, wash mouth out with plenty of water 

 DO NOT SWALLOW THE WATER. 

 If the chemical has been swallowed give the person about half a pint of water to sip, to 

dilute the stomach contents. 

Material Safety Data Sheets (MSDS) should accompany the casualty. 

v. Missing Person 
 First lifeguard 

o Get complete description from adult in charge 
o Signal minor emergency- get recognition from other lifeguards  
o Relay description to other lifeguards 
o Check change rooms and facility with adult 

 

 Second lifeguard  
o Check pool bottom 
o Clear pool if necessary 

 

 Adult 
o Call friends and family 
o Notify police 

4. Contacting EMS 
 Dial 911 

5. Documentation 
 Complete incident form(s) found in Appendix F and/or G 

 Submit  one copy to Town Office 

 Town Office will submit to Sunrise Health Region 

 Retain original in Filing cabinet on premises. 
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6. Critical Incident Stress Management 
Support will be obtained from local first responders, fire department and the Lifesaving Society.  
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C. LIFEGUARD PROCEDURES 

1. Swimmer 
Load 

 

 Beach Entrance  is 124 square meters - 135  potential swimmers 

 Deep End is 212 square meters – 90 potential  swimmers 

 25 meters x 9.6 meters. 
 Non-supervised grass area maximum - 50 non-swim patrons. 

2. Lifeguard to 
Swimmer 
Ratio 

During unstructured swims such as public swimming and school rentals, the lifeguard to 
patron ratio is: 

 1 lifeguard: 30 patrons 

 2 lifeguards: 31-60 patrons 

 3 lifeguards: 61-99 patrons 
 

*An additional lifeguard for every additional 50 patrons 
 
**Additional lifeguards may also be required for factors such as high-risk patrons such as 
a kindergarten class; very hot day so lifeguards are tired; and there is  a lot of sun and 
glare 
 
During structured swims such as speed swimming or lane swimming, the ratio will be: 

 1 lifeguard: 49 patrons 

 2 lifeguards: 50-75 patrons 
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3. Equipment First Aid Kit 
 A.E.D 

 Ice Packs 

 Gauze Pads 

 Tensor Bandage 

 Band-aids 

 Stretch Bandages 

 Topical Cream 

 Topical Cream Bottle 

 Non-aspirin 

 Antiseptic Towelette 

 Sting relief pads 

 Triangular Bandage 

 Rolls Adhesive Tape 

 Gauze rolls 

 Pressure Bandage 

 Eye Pad 

 SAM Splint 

 Pocket Mask 

 Latex Gloves  

 Neck Braces 

 Glucose Tablets 

 First Aid Manual 

 First Aid Record Book 

 Pairs of splints 

 Safety Pins 

 Plastic Bags 

 Disposable Gloves 

First Aid Room 
 

Rescue Equipment 
 Reaching Pole 

 Buoyant Throwing Aid 

Insert picture 
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Spine Board- Tomcat ICID 

 

Lifeguard Chair 
Insert picture 

Emergency Telephone 
 The emergency telephone is located inside office  
 Ambulance, Police, Fire – 911 

4. Signals 
 Major -  Right arm straight up 

 Minor - Right arm straight out to left side 

 Cover my area - Pointing hand downward and rotate in circular motions 

 Everything Ok - fist on top of head and extend elbow 



 
 

44 
 

5. Uniforms 
The uniform consists: 

 Tank top, t-shirt or sweatshirt/hoodie – marked “Lifeguard” 

 Shorts 

 A hat (this is recommended and may be required on hot days) 

 Whistle  
** Uniforms will be provided by the Town of Churchbridge and are to be worn 

while working - staff are responsible for keeping their uniform clean and in good 
repair.   

 
Staff to Provide: 

 One-piece bathing suit 

 Shoes/sandals that will be worn only on the deck 

 A towel 
 
Protective Equipment: 

 Appropriate safety gear must be used when entering the mechanical room- full 
shoes & coveralls. 

 A hat must be worn at all times when the temperature with humidex is 28° or 
greater. 

 Sun screen must be worn.  

 Polarized sunglasses are permitted to protect eyes. 

 Fanny Pack will be supplied with barrier devices and disposable gloves. 

 Umbrella to be used as sun protection. 

6. Admission 
Policy 

 Preschoolers (5 and under)  
o Must be within arm’s reach of an adult at all times when outside of the 

beach-entry area (beyond the first rope marker). Maximum of 2 
preschoolers per caregiver if swimming outside of the beach-entry area.  
A caregiver is considered to be someone 13 years of age or older. 

o Maximum of 3 preschoolers per caregiver if swimming in the beach-
entry area (up to the first rope marker). A caregiver is considered to be 
someone 13 years of age or older. 

o Lifejackets are recommended for all preschool swimmers. 

 Persons with medical condition must notify staff of the condition prior to 
entering 

 No one aged 7 or under is allowed to enter facility by themselves. 

 All season passes holders will sign a contract that includes the rules, disciplinary 
procedure.  Season pass holders’ names will be displayed in the lobby.  
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7. Lesson 
Policy 

Regular Swimming Lessons 

 Lesson registrations open on a specified date each year. 

 Early registrations will not be accepted.  

 Lifesaving Society program structure chart can be used as a guideline for level of 
registration for new swimmers. SEE APPENDIX  

 Registrations will not be accepted until payment has been received. Refunds will 
not be issued less than seven days prior to the start of the session.  

 All levels will have participant limits. Classes will be filled on a first-come, first-
served basis.  Again, spots cannot be reserved without payment. Should a level 
be filled during a preferred week, a wait list will be started.  Should there be 
enough on the wait list to fill an additional class, CAC Staff will work to offer an 
additional class for that level during that week. Please do not arrive the morning 
of a session start and expect your child to be placed into a particular class or 
level. 

 Lessons, including Pre-School Levels, are available only to those children who 
are at least 4 years of age by the first day of the session that the participant is 
registered in. This policy has been put in place by the local Pool Operating Board 
to try to level the abilities and attention span of those participating in lessons. 

 Parent & Tot has been divided into two categories (these can be adjusted at the 
discretion of the pool manager(s) and instructors). 

 Parent & Tot 1 for children ages 2 and under 

 Parent & Tot 2 for children that are ages 3 and 4. 
 

Private lessons 
- $20/hour - for adult lessons or for children who are wishing to work with an 

instructor to complete a level.  This cannot be pro-rated to a lesser amount for a 
lesser amount of time. 

- $15/half hour - for children who may be looking to obtain an entire level 
through private lessons instead of regular group lessons.  A “session” minimum 
of five half-hour lessons must be committed to and paid for.  (5 half-hour 
lessons x $15 = $75.00).  If more lessons are required or requested, it is still 
$15/hour. 
 

In a situation where a parent wants to also take a lesson but at the same time as their 
child, if second instructor is required the $15/half hour fee should be doubled.  If the 
parent just wants to be in the water assisting, there should be no additional charge.  We 
cannot accommodate multiple children through private lessons, one child per lesson. 
 

Private lessons can be held in July and August prior to morning Lane Swim on non-
lesson weeks, or can be held prior to morning Lane Swim on Parent & Tot lesson 
weeks, or during evening lane swim or aquacize if the adult works during the day.   
 

The instructors for private lessons will be agreed upon by the manager and certified 
instructors.  If it is a “session” of lessons, the same instructor should be used throughout. 
 

Staff scheduling should be kept in mind when planning private lessons so that the 
instructor is also guarding either immediately after or immediately before and therefore 
not just coming in for a one-hour lesson. 
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8. Pool Rules 
1. Maximum swimmer load is 225. 
2. Pool area is supervised - Lifeguard is on duty.  They are not there to babysit. 
3. All persons entering the facility will be required to pay whether or not they intend to enter 

the water. 
4. Children 7 years of age and under are not allowed to enter the aquatic centre by 

themselves. 
5. Preschoolers (5 and under)  

a. Must be within arm’s reach of an adult at all times when outside of the beach-entry 
area (beyond the first rope marker). Maximum of 2 preschoolers per caregiver if 
swimming outside of the beach-entry area.  A caregiver is considered to be someone 
13 years of age or older. 

b. Maximum of 3 preschoolers per caregiver if swimming in the beach-entry area (up to 
the first rope marker). A caregiver is considered to be someone 13 years of age or 
older. 

c. Lifejackets are recommended for all preschool swimmers. 
6. Infants should wear leak-proof swim pants. 
7. Use of inflatable wings for preschool is allowed. 
8. Please only dive in the designated areas. 
9. Pool-supplied flotation devices will be allowed if lifeguard to swimmer ratio is less than 1 

to 20. 
10. A cleansing shower must be taken before entering the water. 

Facility 
11. Please remove all street shoes before entering the change room and deck area. 
12. Only CAC staff are to use or touch the stereo/speaker, including volume buttons.  Only 

pre-approved music on the CAC Ipod will be played.   
13. Water Features and Waterslide  

a. Both the water features and waterslide can operate at the same time, but cannot be 
continuously turned on and off.  Once on, they should run for a minimum of one hour.  
CAC staff will use discretion on the use of the water features based on wind conditions 
and staff availability. 

b. Use of the waterslide – the waterslide can be used by all patrons, regardless of age, 
provided that younger patrons are not being disregarded and there is no risk of injury.   
Waterslide rules remain in effect for all.  Please follow direction from CAC staff. 

14. Water Temperature – CAC water is set to 25C and will not be adjusted. 
15. Food and drink are NOT allowed on deck- only on designated grass area. 
16. Recycling and garbage cans are to be used throughout the aquatic centre. 
17. The Churchbridge Aquatic Center is not responsible for lost or stolen items. 
18. Non-staff members are not allowed in the office area at any time. 

Safety 
19. Glass containers are not allowed. 
20. Please do not run on the deck. 
21. Horseplay will not be tolerated on the slide, in the pool or in the designated grass area. 
22. Swimmers must have lifesaving Level 4 or be able to tread water for 30 seconds and swim 

the width of the pool to swim alone in the deep end. Lifeguards have the right to ask you 
to do this at any given time. 

23. Grass area is not supervised - Use at own risk. 

Emergencies 
24. When emergency whistle sounds clear pool immediately. 
25. First Aid Kit and AED is available in office. 
26. Emergency Phone is available in office. 
27. Weather-related – When the pool is cleared or closed due to thunder and/or lightning, it 

must remain cleared/closed for at least one half-hour after the last sound of thunder 
(even distant) or sighting of lightning. 

28. Patrons who are intoxicated and causing problems will be reported to the police 
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9. Recreational 
Equipment 
Rules 

 

Lifejackets 
1. Used primarily for swimming lesson purpose. 
2. Patrons should be encouraged to bring their own lifejackets. 
3. Lifejackets may be lent to patrons at the discretion of the lifeguard. 
4. Not to be given out to children for the purposes of going in the deep end by 

themselves – children still need an adult or responsible person with them in the 
deep end. 

 

Pool Mats 
1. Pool supplied flotation devices will be allowed if lifeguard to swimmer ratio is 

less that 1 to 20. 
2. Please do not stand on the mats.  

 

Inflatable Devices 
1. Use of inflatable wings for preschool is allowed. 

 

Water slides 
1. A lifeguard will control the dispatch of sliders. 
2. The waterslide can be used by all patrons, regardless of age, provided that 

younger patrons are not being disregarded and there is no risk of injury.   
Waterslide rules remain in effect for all.  Please follow direction from CAC staff. 

3. Slider speed can affect the safety of patrons so Lifeguard will monitor and 
control usage. 

 

Diving Board 
1. A lifeguard will monitor those using the diving board. 
2. Will only be used in lessons as required. 
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10. Lifeguard 
Positions 

One Life Guard 

Description 
- only to be used if there are under 10 patrons in the pool swimming in the 

same area 
 

Primary Zone of Responsibility 
- if in dive tank must be in middle of deck so can see entire part of the pool 

(1) 
- if using water slide and beach entry must be on water slide (2) 

 
Secondary Area of Responsibility 

- must watch movement of swimmers across the pool and adapt 
accordingly 

-  
Visual of Paths 

 

 

 

 

                                 1                                                    2 

 

 
 
 
 
 
 

Pool 
Dive Board 

Office Locker Room Locker room 

Pool 

Slide 
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 Two Lifeguards 

Description 
- must split the  pool guarding separate areas with some overlap 
 
Primary Zone of Responsibility 

1. Water slide, beach entry, paddling pool and water features  
2. Diving board area and rest of dive tank – deep end, diving board, entire 

dive tank 
 

Secondary Area of Responsibility 
1. Patrons on the deck 
2. Shallow end of dive tank and water features 

 
Visual of Paths        2.1 

 

 

 

 

                                                                        1   2.2 

 

 
 
 
 
 
 

 

Pool Dive Board 

Office Locker Room Locker room 

Pool 

Slide 

OR 

1 
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 Three Lifeguards 

Description 
- this is ideal for the size of the pool 
- split area and overlap 

 
Primary Zone of Responsibility 

1. Water Slide and landing area 
2. Beach Entry and Paddling Pool 
3. Diving area and rest of dive tank 

 
Secondary Area of Responsibility 

1. Water features 
2. Water features and shallow end of dive tank 
3. Shallow end of dive tank 

 

Visual of Paths        3 

 

 

 

 

                                             2                               1    

 
 
 
 
 
 

 

 

 

 

 

Pool Dive Board 

Office Locker Room Locker room 

Pool 

Slide 
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 Four Lifeguards 

Description 
- spread across pool all taking on own area 

 
Primary Zone of Responsibility 

1. Waterslide 
2. Beach area and paddling pool 
3. Diving area 
4. Shallow end of dive tank 

 
Secondary Area of Responsibility 

1. Water features 
2. Shallow end of dive tank – patrons on the deck 
3. Shallow end of dive tank 
4. Overlap into beach entry – water features 

 

Visual of Paths        3                                     4 

 

 

 

 

                                             2                               1    

 
 
 
 
 
 

 

 

 

 

Pool Dive Board 

Office Locker Room Locker room 

Pool 

Slide 
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 Five Lifeguards 

Description 
- spread out over deck covering entire pool 

 
Primary Zone of Responsibility 

1. Waterslide and landing area 
2. Beach entry and paddling pool 
3. Diving area 
4. Middle of dive tank 
5. Shallow end of dive tank 

 
Secondary Area of Responsibility 

1. Water features 
2. Water features and patrons on deck 
3. Middle of dive tank 
4. Diving and shallow end of dive tank 
5. Water features 

 

Visual of Paths                                            4 

 

                                                                                                            5 

 

 

                             3                                              1    

 

                                                                     2 
 
 
 
 

 

 

 

Pool Dive Board 

Office Locker Room Locker room 

Pool 

Slide 
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D. OPERATIONS (See Appendix C) 

  

 
 

Daily Opening of Pool 

 
 Take Dolphin out 

 Clean Dolphin diaper 

 Clean Beach Entry daily 

 Complete water test 

 Take Spine Board out 

 Take lesson supplies and toys out 

 Clean skimmers 

 Check and fill supplies 

 Put float in till 

 Spray deck 

 Scrub ring 

 Check emergency exits 

Daily Closing of Pool 
 

 Complete water test 

 Put toys away 

 Take spine board in 

 Put dolphin in pool 

 Clean bathrooms 

 Do deposit 

 Wipe counters 

 Tidy office 
 Close all doors/windows 

 

Water Chemistry 
 

Testing Procedures 

 Water testing should be done 5-6 times a day. 

 Water testing should be done immediately in 
the morning. Following tests should be done 
every 1.5 hours. 

 Measure Total Chlorine, Free Chlorine and PH 
every time you do a water test. Initial your 
test results. Preferred water test results Total 
Chlorine 3-5. PH 7.4 

 Pool volume = 114, 268 gallons (if Health 
inquires) 

Record in Form - Appendix K 

 
 

  

 

Disinfection and Water Balance Procedures 

 Follow Churchbridge Aquatic Centre 
Operation and Maintenance Manual-
Section 4 

 

 Keep records  
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Maintenance Schedule 
 

Filters 

Follow procedures in Churchbridge Aquatic Centre 
Operation and Maintenance Manual - Section 4 

 

Mechanical Equipment 

 Inspect daily 

 Check to see if backwashing is required 

 Inspect main drains - replace if broken 

 Verify flow in inlets 

 Monitor water level 
 

Pool Bottom 

 Dolphin is put in nightly (use 2 dolphins when 
the pool is particularly dirty)  

Decks 
 Spray off daily 

 Use disinfectant if soiled or needed 

 

Locker Rooms/Washrooms 
 Scrub bench, toilets, urinal, sink and 

lockers with bleach (ALWAYS WEAR 
GLOVES)  

 Place floor mats against the wall pour a 
mixture of bleach and water all over the 
floor and shower.  

 Spray floor, shower and floor mats with 
hose 

 Brush water off of the bench and 
lockers sweep water into the drain (take 
cover off) - make sure there is no water 
sitting anywhere.  

 Place floor mats on the bench  

 Clean toilets and urinal with toilet 
cleaner and brush.  

 Empty garbage. 

  

Office 

 

Dolphin Instructions 

Dolphin Installation 

 Stretch the elastic rim of the diaper over the metal 

frames and over the bottom. The tag should be on the 

outside and positioned centrally along the length side 

of the bottom lid.  

 Gather all excess filter fabric into the center of the 

metal frames.  

 Gather the fabric along the top of the frames so the 

corners of the diaper are adjacent to the corners of 

the frames.  

 Install the black diaper clips over the top frames.  

 Install the diaper into the dolphin and lock it in place.  

 Uncoil all the cable from the holder and spread it out 

along the pool deck.  

 Change diagonal handle on position.  

 Place cable and dolphin in pool; gently rock dolphin 

(burp) from side to side releasing trapped air until the 

dolphin sinks slowly to the bottom of the pool. 

 Plug dolphin in and turn on. 

Dolphin Removal 

 Pull the dolphin to the surface by gently pulling the 

cable.  

 Grab the dolphin handle and lift out of water. NEVER 

PULL OUT BY CABLE.   

 Pull dolphin over pool edge and place on its side, let 

all of the water flow out.  

 Place dolphin upside down, release the locking clips 

and remove the bottom lid.  

 Remove the diaper clips and diaper.  

 Wash the diaper, clips and bottom lid thoroughly 

inside and out.  

 With the hose wash the dolphin components outside 

of the pool area, by the sidewalk.  

 Coil the cable and place back on holder.  

 Let the diaper dry in the mechanical room. Never 

outside in the sun. 
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 Sweep floors 

 Clean windows 

 Wipe counters 

 Tidy up around desk 

 Check supplies 
 
 

Equipment Room 
 Should be tidied every day 

 Ensure chemical is stored properly 

 Ensure nothing is impeding equipment 
operation. 

 
 

 Other 

 Daily check ladders, handrails, lifeguard chair 
for any breakage. 

 Daily check skimmers to ensure they are 
operating properly 

 Check emergency exits 

 Ensure operating records are maintained. 

 Complete daily logs - Appendix C. 

 

 

Equipment Inspection Schedule 

  

Rescue Equipment 

Inspect quickly everyday when placed on deck 
Ensure poles and spinal board is in good shape.  

 Recreation Equipment 

Inspect regularly. 
Fix or discard broken equipment. 

 Pool Area 

Inspect as needed 
Weekly thorough inspection to ensure no major 
repairs 
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APPENDIX A:  CAC SHIFT CHANGE FORM 
 

 

SHIFT CHANGE FORM 

 

I  ________________________ cannot work ___________________________ 

  (name)      (shift date and time) 

 

and ______________________ has agreed to work for me on this day and time. 

  (name) 

 

Signature of person requesting change: _____________________________ 

Date: _________________________ 

 

Signature of person agreeing to cover shift: __________________________ 

Date: ________________________ 

 

Town Office  approval (signature): _______________________________ 

 

 A copy of this signed form must be filed and the main schedule should be corrected. 

 A copy should be attached to the time sheet. 

 

APPENDIX B:  CAC TIMESHEET 



 
 

57 
 

 

NAME:  
PAY PERIOD:  
Day Date Duties Hours 
Sunday 
 

   

Monday 
 

   

  

Tuesday 
 

   

  

Wednesday 
 

   

  

Thursday 
 

   

  

Friday 
 

   

  

Saturday 
 

   

Sunday 
 

   

Monday 
 

   

  

Tuesday 
 

   

  

Wednesday 
 

   

  

Thursday 
 

   

  

Friday 
 

   

  

Saturday 
 

   

    
  TOTAL 

 
 



 

APPENDIX C:  CAC DAILY OPERATIONAL CHECKLIST 
 

 

SUNDAY 

Opening duties *Initial the chore set you will complete 

Turn on ALL lights  Take clock and speaker out  

Put down mats and garbage cans 
 

 Wipe down bathrooms  

Take spine board out 
 

 Do water test  

Take dolphin out/clean it 
 

 Check water temperature & boilers  

Take chairs out 
 

 Check the chemical pumps  

 

Morning shift chores *Initial the chore set you will complete 

Water test (throughout the shift) 
 

 Wipe down ladders  

Wipe down entire office 
 

 Bathrooms checks (throughout the shift)  

Wash windows 
 

 Wipe down picnic tables  

 

Evening Shift Chores *Initial the chore set you will complete 

Tidy up the office 
 

 Restock chips & list any treats needed  

Water tests (throughout the shift) 
 

 Bathrooms checks (throughout the shift)  

Check and take out ALL garbage 
 

 Restock the bathrooms (toilet paper, 
soap, etc.) 

 

 

Closing Duties *Initial the chore set you will complete 

Do deposit 
 

 Do a water test  

Check all hoses (Off) 
 

 Put dolphin in  



 
 

59 
 

Check water temperature 
 

 Put everything away  

Take in spinal board 
 

 Wash bathroom floors  

Check boilers and chemical shed  Lock all the doors and gates  

 

MONDAY 

Opening duties *Initial the chore set you will complete 

Turn on ALL lights 
 

 Take clock and speaker out  

Put down mats and garbage cans 
 

 Wipe down bathrooms  

Take spine board out 
 

 Do water test  

Take dolphin out/clean it 
 

 Check water temperature & boilers  

Take chairs out 
 

 Check the chemical pumps  

 

Morning shift chores *Initial the chore set you will complete 

Clean up the grass (check for 
garbage & toys) 

 Pick the weeds  

Sweep boiler room 
 

 Water tests (throughout the shift)  

Bathroom checks (throughout the 
shift) 

 Clean out skimmers  

 

Evening Shift Chores *Initial the chore set you will complete 

Wash the windows 
 

 Sweep office and entrance  

Water tests (throughout the shift) 
 

 Bathrooms checks (throughout the shift)  

Check and take out ALL garbage 
 

 Wipe down entire office  

 

Closing Duties *Initial the chore set you will complete 

Do deposit 
 

 Do a water test  

Check all hoses (Off) 
 

 Put dolphin in  
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Check water temperature 
 

 Put everything away  

Take in spinal board 
 

 Wash bathroom floors  

Check boilers and chemical shed 
 

 Lock all the doors and gates  

 

 

TUESDAY 

Opening duties *Initial the chore set you will complete 

Turn on ALL lights 
 

 Take clock and speaker out  

Put down mats and garbage cans 
 

 Wipe down bathrooms  

Take spine board out 
 

 Do water test  

Take dolphin out/clean it 
 

 Check water temperature & boilers  

Take chairs out 
 

 Check the chemical pumps  

 

Morning shift chores *Initial the chore set you will complete 

Wipe down the cubbies 
 

 Sweep office and entrance  

Wipe down picnic tables 
 

 Water tests (throughout the shift)  

Bathroom checks (throughout the 
shift) 

 Restock the bathrooms (toilet paper, 
soap, etc.) 

 

 

Evening Shift Chores *Initial the chore set you will complete 

Tidy and wipe down office 
 

 Wipe down ladders  

Water tests (throughout the shift) 
 

 Bathrooms checks (throughout the shift)  

Check and take out ALL garbage 
 

 Wash windows  

 

Closing Duties *Initial the chore set you will complete 

Do deposit 
 

 Do a water test  
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Check all hoses (Off) 
 

 Put dolphin in  

Check water temperature 
 

 Put everything away  

Take in spinal board 
 

 Wash bathroom floors  

Check boilers and chemical shed 
 

 Lock all the doors and gates  

 

 

WEDNESDAY 

Opening duties *Initial the chore set you will complete 

Turn on ALL lights 
 

 Take clock and speaker out  

Put down mats and garbage cans 
 

 Wipe down sinks, toilets, mirrors  

Take spine board out 
 

 Do water test  

Take dolphin out/clean it 
 

 Check water temperature & boilers  

Take chairs out 
 

 Check the chemical pumps  

 

Morning shift chores *Initial the chore set you will complete 

Clean up the grass (check for 
garbage & toys) 

 Sweep office and entrance  

Sweep boiler room 
 

 Water tests (throughout the shift)  

Bathroom checks (throughout the 
shift) 

 Wipe down all stall doors  

 

Evening Shift Chores *Initial the chore set you will complete 

Wash the windows 
 

 Pick the weeds  

Water tests (throughout the shift) 
 

 Bathrooms checks (throughout the shift)  

Check and take out ALL garbage 
 

 Wipe down and tidy entire office  

 

Closing Duties *Initial the chore set you will complete 
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Do deposit 
 

 Do a water test  

Check all hoses (Off) 
 

 Put dolphin in  

Check water temperature 
 

 Put everything away  

Take in spinal board 
 

 Wash bathroom floors  

Check boilers and chemical shed 
 

 Lock all the doors and gates  

 

THURSDAY 

Opening duties *Initial the chore set you will complete 

Turn on ALL lights 
 

 Take clock and speaker out  

Put down mats and garbage cans 
 

 Wipe down bathrooms  

Take spine board out 
 

 Do water test  

Take dolphin out/clean it 
 

 Check water temperature & boilers  

Take chairs out 
 

 Check the chemical pumps  

 

Morning shift chores *Initial the chore set you will complete 

Restock bathrooms (toilet paper, 
soap, etc.) 

 Wipe down ladders  

Wash windows 
 

 Water tests (throughout the shift)  

Bathroom checks (throughout the 
shift) 

 Clean out skimmers  

 

Evening Shift Chores *Initial the chore set you will complete 

Wipe down picnic tables 
 

 Sweep office and entrance  

Water tests (throughout the shift) 
 

 Bathrooms checks (throughout the shift)  

Check and take out ALL garbage 
 

 Wipe down entire office  
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Closing Duties *Initial the chore set you will complete 

Do deposit 
 

 Do a water test  

Check all hoses (Off) 
 

 Put dolphin in  

Check water temperature 
 

 Put everything away  

Take in spinal board 
 

 Wash bathroom floors  

Check boilers and chemical shed 
 

 Lock all the doors and gates  

 

FRIDAY 

Opening duties *Initial the chore set you will complete 

Turn on ALL lights 
 

 Take clock and speaker out  

Put down mats and garbage cans 
 

 Wipe down bathrooms  

Take spine board out 
 

 Do water test  

Take dolphin out/clean it 
 

 Check water temperature & boilers  

Take chairs out 
 

 Check the chemical pumps  

 

Morning shift chores *Initial the chore set you will complete 

Clean pool ring 
 

 Restock chips and list any treats needed  

Bathroom checks (throughout the 
shift) 

 Water tests (throughout the shift)  

 

Evening Shift Chores *Initial the chore set you will complete 

Wash the windows 
 

 Sweep office and entrance  

Water tests (throughout the shift) 
 

 Bathrooms checks (throughout the shift)  

Check and take out ALL garbage 
 

 Sweep boiler room  
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Closing Duties *Initial the chore set you will complete 

Do deposit 
 

 Do a water test  

Check all hoses (Off) 
 

 Put dolphin in  

Check water temperature 
 

 Put everything away  

Take in spinal board 
 

 Wash bathroom floors  

Check boilers and chemical shed 
 

 Lock all the doors and gates  

 

SATURDAY 

Opening duties *Initial the chore set you will complete 

Turn on ALL lights 
 

 Take clock and speaker out  

Put down mats and garbage cans 
 

 Wipe down bathrooms  

Take spine board out 
 

 Do water test  

Take dolphin out/clean it 
 

 Check water temperature & boilers  

Take chairs out 
 

 Check the chemical pumps  

 

Morning shift chores *Initial the chore set you will complete 

Clean up the grass (check for 
garbage & toys) 

 Wipe down picnic tables  

Restock bathrooms 
 

 Water tests (throughout the shift)  

Bathroom checks (throughout the 
shift) 

 Wash windows  

 

Evening Shift Chores *Initial the chore set you will complete 

Clean out skimmers 
 

 Sweep office and entrance  

Water tests (throughout the shift) 
 

 Bathrooms checks (throughout the shift)  

Check and take out ALL garbage 
 

 Restock chips  
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Closing Duties *Initial the chore set you will complete 

Do deposit 
 

 Do a water test  

Check all hoses (Off) 
 

 Put dolphin in  

Check water temperature 
 

 Put everything away  

Take in spinal board 
 

 Wash bathroom floors  

Check boilers and chemical shed 
 

 Lock all the doors and gates  
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APPENDIX D:  CAC CHEMICAL STORAGE & HANDLING PROCEDURES 
 

                              CHEMICAL STORAGE AND HANDLING PROCEDURES  

Name of 
product 

Location MSDS 
Sheets 
on site 

Do not 
store next 
to or allow 
to mix with 
the 
following 

Special 
handling 
considerations 

Spill 
response and 
clean up 
procedures 

      

      
      

      
      

      
      

      

      
      

      
      

      

      
      

      
 

 



APPENDIX E:  CAC COMPLAINT FORM   
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 APPENDIX F:  CAC INJURY INCIDENT FORM 

Date:  Time:  

Male Female Age:  

Name of Injured: 

Next of Kin  Next of Kin 
Notified? 

YES  NO  

Conscious:  YES  NO SEMI   

Breathing : YES NO     

Did injured go 
to Hospital 

 YES NO 

BODY CHECK: Medic Alert: YES NO 

Reactive 
Pupils  

Right 

YES 

 

NO 

Left 

YES 

 

NO 

Drainage 
from Ear 

Right 

YES 

 

NO 

Left 

 YES 

 

NO 

Drainage 
from Mouth 

YES NO 

Injuries to 
Head: 

Injuries on 
Abdomen: 

 

INJURIES:  

RESPIRATIONS 
(If required): 

Rate ______/min Depth  Sound 

Changes  

PULSE   

TREATMENT 
GIVEN 

 

WITNESSES: NAME:  

 PHONE:  

SIGNATURE  
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APPENDIX G:  CAC INCIDENT/DISCIPLINE FORM 

 
INCIDENT/DISCIPLINE REPORT FORM – SUBMIT A COPY TO TOWN OFFICE 
 
SURNAME:_____________________________ 
 

FIRST:_______________________________________ 
 

ADDRESS:____________________________________ 
 

PHONE: ______________________________________ 
 

AGE: _____________          
 

DATE AND TIME OF INCIDENT: ______________________________________ 
 

DESCRIPTION OF INCIDENT: 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 

 

 ACTION IMMEDIATELY TAKEN:  

__________________________________________________________ 

 

FOLLOW – UP ACTION: 

__________________________________________________________ 

 

NAMES AND ADDRESSES OF WITNESSES: 

________________________________________________________ 

 

OTHER STAFF ON DUTY FOR THAT ACTIVITY OR TIME PERIOD: 

________________________________________________________ 

 

NAME AND POSITION OF PERSON SUBMITTING THE REPORT 

_______________________________________________________ 
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 APPENDIX H: EMERGENCY EVACUATION PLAN 
 

All staff should be familiar with evacuation procedures and emergency equipment as noted in 

safety plan. Evacuation plan and Exit Map- Appendix E should be reviewed regularly at in-

services. 

 

 In case of emergency blow whistle and clear the pool and grass area. 

 Call 911 

 Commence evacuation procedures to Arena Parking lot.  

 The fire Chief is responsible for directing the emergency response team and either he or 
the emergency services is responsible for giving permission the re-enter of the building. 

DO NOT 
 Stop to collect belongings 

 Use any lifts 

 Light switches 

 Overtake or run 

 Make unnecessary noise 

 Do not move from parking lot unless instructed to do so 

 Do not attempt re entry to the buildings without permission 
 

Responsibilities 

Manager/ assistant manager 

 Oversee evacuation 

 Dispatch information and instructions 

 Assign staff to special needs patrons 

 Communicate with Emergency personnel 

 Having dealt with immediate safety of occupants of the pool facilities. Please 
contact the Town office as soon as possible or after hours on call 896-7825. 

Lifeguards: 

 Follow direction of manager/assistant manager. 

 Insure patrons have left pool and building area. 

 Close doors and windows if safe to do so. 

 Report to manager when area is cleared. 
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Fire 

 Staff may attempt to extinguish fire ONLY if very small and ONLY if comfortable doing 

so. 

 

Bomb Threat 

Usually made by anonymous telephone calls. 

 If you receive a bomb threat let them finish the call and do not interrupt them. 

 Keep response to a minimum. 

 Listen for clues. 

  Follow evacuation. 

 

Gas/Chemical Leak 

 If major toxic gas leak: 

 Do not use light switches. 

 Do not attempt to rescue persons trapped in an area with suspected gas leak. This 

should only be done by Emergency service personnel who are equipped for this. 
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APPENDIX I: EMERGENCY EXIT MAP 
  

Mechanical Room 
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APPENDIX J: FECAL AND VOMIT INCIDENT REPORT 
 

DATE AND TIME OF INCIDENT: ______________________________________ 

 

FORMED STOOL OR DIARRHEA OR VOMIT_________________________________________ 

FREE CHLORINE AND PH LEVELS AT TIME OF EVENT_______________________________ 

_________________________________________________________________________ 

OBSERVATION OF EVENT____________________________________________________ 

________________________________________________________________________ 

PROCEDURE FOLLOWED IN RESPONSE TO INCIDENT 

 (INCLUDING PROCESS TO INCREASE CHLORINE LEVELS) AND CONTACT TIME 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

_________________________________________________________________________ 

 

_________________________________________________________________________ 

 

RE-OPENING OF POOL FREE CHLORINE AND PH LEVELS_____________________________ 

 

_________________________________________________________________________ 

STAFF ON DUTY AT TIME OF INCIDENT__________________________________________ 

_________________________________________________________________________ 

 

NAME AND POSITION OF PERSON SUBMITTING REPORT 

____________________________________________________________________________ 
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APPENDIX K: OPERATORS LOG SHEET 
 

Pool: _________________________     Date: _________________________ 

Time Tested Chlorine pH Bather 
load 

Water 
Temp 

Other Tests 
Ie. Total Alkalinity, Calcium, 

Hardness, Cyanuric Acid 

Results Initials 

Free  Total  

OPENING            

            

            

            

            

CLOSING            

 

Pool: _________________________     Date: _________________________ 

Time Tested Chlorine pH Bather 
load 

Water 
Temp 

Other Tests 
Ie. Total Alkalinity, Calcium, 

Hardness, Cyanuric Acid 

Results Initials 

Free  Total  

OPENING            

            

            

            

            

CLOSING            

 

Pool: _________________________    Date: _________________________    

Time Tested Chlorine pH Bather 
load 

Water 
Temp 

Other Tests 
Ie. Total Alkalinity, Calcium, 

Hardness, Cyanuric Acid 

Results Initials 

Free  Total  

OPENING            

            

            

            

            

CLOSING            

    



 
 

75 
 

 

 

APPENDIX L: MECHANICAL ROOM MAINTENANCE & DAILY CHECKLIST 

Mechanical Room Maintenance   

 
Date 

 

 
Changed 

Cl 

 
Changed HCl 

 
Changed Chemical 

Blanket 

 
Backwash 

 
Clean Main 

Basket 
      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      



 
 

76 
 

 

Month/Date Opening/Closing Chlorine 
used (cm) 

Hydrochloric 
Acid used 
(cm) 

Chlorine 
Pump 
Setting 

Hydrochloric Acid 
Setting 

 Opening 
    

Closing 
    

 Opening 
    

Closing 
    

 Opening 
    

Closing 
    

 Opening 
    

Closing 
    

 Opening 
    

Closing 
    

 Opening 
    

Closing 
    

 Opening 
    

Closing 
    

 Opening 
    

Closing 
    

 Opening 
    

Closing 
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APPENDIX M: CHEMICAL LEVELS 

CHEMICAL LEVELS 

 
 

Levels 
and Fixes  

 
Chlorine 

 
pH 

 
Alkalinity 

 
Cyanuric 

Acid 
 
 

High level 

 
> 5 

 

 
> 7.8pH 

 
> 120mg/L 

 
< 50mg/L  

 
 

Optimum  
Level  

 

 
2 – 3  

 
7.4pH – 
7.6pH 

 

 
90mg/L – 
110mg/L 

 
30mg/L – 
40mg/L  

 
 

Low level  

 
< 2 

 

 
< 7.2pH 

 
< 80mg/L 

 
< 25mg/L  

 
 

Fix for High Levels  

 
Do 

Nothing  

 
Slug Acid  

 
Slug Acid (HCl) 

 
Add Water  

 
 
 

Fix for Low Levels  

 
 

Add 
Chlorine  

Add 
Sodium 

carbonate 
(Soda Ash) 

 
Add Sodium 
Bicarbonate  

(Baking Soda) 

 
Add 

Cyanuric  
Acid  

(Stabilizer) 
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APPENDIX N: REFUND FORM 

Churchbridge Aquatic Centre 

Request for Refund 

Date______________________ 

 

Name 
 

 

Address (Box #, Town, 
Postal Code) 

 

Phone #  

Reason for Refund 
 
 

 

Amount of Refund 
 
 

 

 

 

____________________________ 

Aquatic Staff Signature 

 

Return to Town Office for Processing 
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APPENDIX O: COMMUNICATION CHART 
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APPENDIX P: PATRON FEEDBACK FORM 
 

Public Swim 
 

 

 What did you/your family like about public swimming this year? What did you dislike? 
 
 
 
 

 
 

 Did you like the new hours on the schedule? 
 
 
 
 

 
 

 Any suggestions for public swimming? 
 
 

 

Lane Swimming 
 

 Did you like the evening lane swim times? Why? 
 
 
 

 Did you like the morning lane swim times? Why? 
 
 
 

 What time would you like to see lane swim at? 
 

 
 

 What days would you suggest work good for evening lane swim? 
 
 

 
 

 How long do you think lane swim should run for? 
 
 
 

 Any suggestions for Lane Swim? 
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Aquacize 
 
 

 What did you like about Aquacize this year? 
 
 

 
 
 

 What time would you suggest Aquacize be at? (AM or PM) 
 
 

 
 

 

 How many days a week should it be on? What days of the week should it be? 
 
 
 
 
 

 Would you prefer a consistent teacher or are new teachers each day better? 
 
 
 
 
 

 Any suggestions for Aquacize? 
 

 
 

Lessons 
 

 Which do you prefer; twice a day for a week or once a day for two weeks? 
 
 
 

 Do you like the way the instructors run the classes? 
 
 
 

 Do you think there should be more helpers? 
 
 
 

 How did you feel about the hours? 
 



 
 

82 
 

 
 

 Any suggestions for Lessons? 

 
 

Pool 
 
 

 Were the bathrooms kept cleaner throughout the day by staff? 
 
 
 

 How was the staff during your visits at the pool? 
 
 
 

 Was the staff helpful to you and your family? 
 
 
 

 Any comments or concerns can be put below! 

 
 
 
 
 
 

THANK YOU!!! 
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APPENDIX Q: LIFEGUARD 30 CREDIT 

1. Take your National Lifeguard certification to your school administrator.  

2. Have your school administrator register you for: 

SDS Course Name: Lifeguard 30L 

SDS Course Code: 9513 

3. Ensure your school administrator enters 100% for the overall mark on the transcript.  

 

Under the Saskatchewan Ministry of Education Dual Credit Initiative Lifesaving Society National Lifeguard will 
be recognized for credit towards Grade 12 after August 1, 2016.   This program recognizes the 100+ hours of 
education and training for Lifesaving Society National Lifeguard starting at Bronze Medallion.  This recognizes 
the work and dedication of those who strive to step onto the deck to protect the lives of others and the 
beginning of their aquatics career. 

Every person who passes Lifesaving Society National Lifeguard any option (Pool, Waterpark, or Waterfront) in 
Saskatchewan after August 1st 2016 can be recognized for one credit towards satisfying their Grade 12 
requirements.  No forms to fill out and no plans to get approved prior to taking your National Lifeguard. 

Anyone who is working towards their Grade 12 requirements in Saskatchewan is able to use this program 
including: 

  High School students can earn credit towards graduation while working towards their first career. 
  Those who are returning to complete their Grade 12 requirements can earn credit towards graduation and 

become certified to begin a new career. 
  Those new to Canada are able to earn credit towards Grade 12. 

Steps to Receiving Credit for Lifeguard 30L 

1. Ensure you have all of the prerequisites for Lifesaving Society National Lifeguard (16 years of age, Lifesaving 
Society Bronze Cross, and Standard First Aid/CPR-C). 

2. Enroll and take Lifesaving Society National Lifeguard (Pool, Waterpark, or Waterfront). 
3. Pass National Lifeguard. 
4. Take your certification card to your school and request credit for Lifeguard 30L. 
5. Celebrate that you are one credit closer to graduating. 

FAQ’s 

Q: I am already working on my Special Credit Workbook, can I continue? 

A: No the special credit workbook will no longer recognize after July 31, 2016.  But simply taking your 
National Lifeguard after August 1st 2016 will give you a credit. 

Q: I have already taken my National Lifeguard can I still receive credit? 

A: No only those examined on or after August 1, 2016 will receive credit.  But if you take the Waterpark or 
Waterfront Option National Lifeguard after August 1st you can receive credit for them and expand your 
skills. 
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Q: If I take my National Lifeguard Pool, Waterpark, and Waterfront can I receive three credits? 

A: You may only receive credit for one National Lifeguard course. 

Q: I just moved here from another Province or Territory, do I have to start at Bronze Medallion again? 

A: You only need to take your Lifesaving Society National Lifeguard in Saskatchewan, Bronze Medallion and 
Bronze Cross are national programs and are recognized as equal. 

Q: So if I understand this correctly, if I pass my National Lifeguard in Saskatchewan after August 1st, 2016 all I 
need to do is take my certification card to my school and I get a credit towards graduation.  Are you serious? 

A: Yes, that is exactly what you do. 

Q: That seems too easy; there must be something else I am missing.  What are you not telling me? 

A: It is that easy, the Lifesaving Society Saskatchewan Branch and the Ministry of Education worked very 
hard to make sure it was just that easy.  We did all of the heavy lifting once so that it would really easy for 
everyone else.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

85 
 

APPENDIX R: CLOSING DUTY RESPONSIBILITIES- SEASON END 

 
1. Take computer, phone, CPR dummies, and any cleaning supplies that can freeze over winter to the 

town office and give it to Renea at office. This stuff will be stored there for the winter months.  

2. Clean out fridge and microwave. Garbage all food that was left here, wipe and clean them out and 

leave them open for the winter months. 

3. The change rooms will need to have a good clean done to them including sinks, toilets, windows. Clean 

out garbage’s and move everything to the middle of the bathroom where they belong (on top of the 

mats).  

4. Lay all blue mats in the middle area in their designed bathrooms. Spray them down with water and 

bleach first.  

5. Take off shower heads.  

6. Clean out lockers and wipe them out.  

7. Unplug everything in the guard room (fridge, microwave, water cooler). 

8. Cover the water cooler with a piece of paper taped to the top. Leave water jug beside the cooler.  

9. Wax water features and slides. Tarp the slide as well.  

10. Talk to Jason or Carla where to take the AED. The AED goes to the hockey rink for the winter months.  

11. Throw out any lost and found that has been left her over the summer. 

12. Clean off Calendar in the office.  

13. Clean out anything left in the folders over the summer from any staff. 

14. Clean filter and backwash. 

15. Jason will help you drain the water from the pool. Once the water has drained the pool ring will need 

to be scrubbed.  

16. Take cash box to Office. Take Walkie Talkies to Office.  

17. The toy/equipment room needs to be organized for the winter. 

18. Bring everything inside for outside. 

19. The mechanical room should be cleaned and the water testers should be taken to the town office.  

20. The battery packs from the dolphins should be taken to the town office.  

21. Put the spine boards where they belong. (yellow one in toy shed and orange in the office)  

22. Make sure all staff have taken their belongings home.  

23. Jason will take care if chemicals and shutting off the water.  

24. Take out beach entry pieces (if easy to remove). 

25. DO NOT STORE gas by the hot water tank/ boilers. Let Jason know and it can be taken to the shop. 

26. Take in recycling or let pool committee know to take it in.  

27. PARTY! 
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APPENDIX S: COMPLIMENT FORM 
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APPENDIX T: DISCIPLINE FORMS 
 

All discipline procedures with the EXCEPTION of Drugs, Alcohol, or Cannabis will be documented using the 

following form.  Please see Page 93 for drug and alcohol disciplinary procedures. 

 

 

Employee Name __________________________________________ 

 

Employee Position __________________________________________ 

 

       Verbal Warning               Written Warning  Suspension        Termination 

 

Issue 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

Employee Response 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 

Further Action Required  YES   NO 

Comments 

____________________________________________________________________________________ 

 

________________________   ____________________ 

Employee Signature    Supervisor Signature 

 

________________________   ____________________ 

Date      Date 

 

FAILURE TO COMPLY SHALL RESULT IN FURTHER DISCIPLINARY ACTION UP TO AND INCLUDING 

TERMINATION. 

MINOR OFFENCES  will remain in employee record for 12 months after which time the offence 

will no longer be considered for disciplinary action. 

 

Discipline Action for all procedures EXCEPT Drugs, Alcohol, & Cannabis- Part 1 

1st offence verbal warning  Receive verbal warning 

Noted in employee file 

  

   2nd offence written warning  Formal notice of a serious infraction 
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Document specific details of infraction, action 

that is required, consequences if conduct 

continues 

        Noted in employee file 

 

   3rd offence Suspension  1 day suspension without pay 

        Noted in employee file 

 

   4th offence Termination 

 

Types    -violate safety rules 

-create unsafe conditions 

-coerce, intimidate or bully others 

- spread false reports 

-not report injuries or damages immediately 

-not perform work satisfactorily or efficiently 

-not notify supervisor of absenteeism 

- late for work 

     -smoke in unauthorized areas 

    - excess time spent on personal issues 

     -use of cell phone when driving 

     -not follow directions 

 

 

 

MAJOR OFFENCES  will remain in employee record for 18 months after which time the offence will 

no longer be considered for disciplinary action  

 

Discipline Action for all procedures EXCEPT Drugs, Alcohol, & Cannabis- Part 2 

  

1st offence written & 3 day suspension 

2nd offence suspension to be determined by type of offence 

 

 Types    -violate safety rules 

      -unsafe actions 

      -damage town or personal property 

      -assault or threaten others 

      -convicted of criminal offence 

      -use of intoxicants or narcotics on town property 

      -dishonesty 
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      -conduct that is offensive or abusive 

      - unauthorized use of town vehicles  

      -insubordinate to directions/instructions of supervisor 

 

All drug & alcohol discipline procedures will be documented using the following form. 

 

Employee Name __________________________________________ 

 

Employee Position __________________________________________ 

 
         Form/Testing/ 21 Day Suspension/Oral Testing       Form/ Testing/ 3 month suspension          Form/Testing/Termination  

 

 

 

Issue 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

Employee Response 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

Further Action Required  YES   NO 

 

Comments 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

 

 

________________________   _______________________ 

Employee Signature    Supervisor Signature 

 

________________________   _______________________ 

Date      Date 

 

FAILURE TO COMPLY SHALL RESULT IN FURTHER DISCIPLINARY ACTION UP TO AND INCLUDING 

TERMINATION. 
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Discipline Action for all Drug, Alcohol, & Cannabis Situations 

1st  offence 

Form/Testing/21 Day Suspension     Either Five Factor Checklist or Incident form is 

completed, Drug and/or alcohol testing is 

completed 

21 day suspension 

Noted in employee file indefinitely 

 

2nd offence  

Form/Testing/3 month Suspension     Either Five Factor Checklist or Incident form is 

completed, Drug and/or alcohol testing is 

completed 

3 month suspension 

Noted in employee file indefinitely 

 

3rd  offence  

Form/Testing/Termination     Either Five Factor Checklist or Incident form is 

completed, Drug and/or alcohol testing is 

completed 

Termination 

Noted in employee file indefinitely 

 

Types     -violate safety rules 

-create unsafe conditions 

-not perform work satisfactorily or efficiently 

-damage town or personal property 

-convicted of a drug, alcohol, or Cannabis criminal offence 

-not notifying supervisor of absenteeism 

-use of intoxicants or narcotics  

-inhaling or consuming cannabis  

-drinking alcoholic beverages 
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APPENDIX U: Aquatic Centre Pay Matrix 
 

 WAGES 

Manager $19.00 

Assistant Manager $16.50 

LSI $15.50 

Senior Guard $13.50 

Junior Guard $12.00 

*Incentive $0.25 

 

*An incentive of $0.25 is added for every year of experience at CAC. 
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APPENDIX V: LESSON ADMISSION REFERENCE CHARTS 
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94 
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