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I. PUBLIC RELATIONS
It is important that all aquatics personnel fully understand that Patron Safety is the Number
One Priority and every contact with the public should be utilized to create goodwill for the
District. Good performance alone is not sufficient for the Hesperia Recreation and Park District.
It is important to create good public support with excellent service and communication. The
District maintains two-way communication between the public and itself to create stronger
public support and understanding. Be friendly but stern when necessary. Be thought of as a
lifeguard rather than a "cop." Talk to the patrons.
OUR PATRON
o Is the most important person in any business.
o Is not dependent on us - we are dependent on them.
o Is not an interruption of our work – they are the purpose of it.
o Does us a favor when they call - we are not doing them a favor by serving them.
o Is part of our business - not an outsider.
o Is not a cold statistic – they are a flesh and blood human being with feelings and emotions
like our own.
o Is NOT someone to argue or match wits with.
o Is a person who brings us their wants - it is our job to fill these wants.
o Is deserving of the most courteous and attentive treatment we can give.
o Is a person who makes it possible to pay our salary.
o Is the life blood of this and every other business.
II. STAFF INFORMATION

A. AQUATIC STAFF RULES AND REGULATIONS

1. Safety of pool patrons must always come first.
2. Be PROFESSIONAL, alert, courteous, and always tactful. Good public relations are of
great importance. Be friendly and accommodating. Conduct yourself and your activities
so as to bring credit to yourself and to the District.
3. Maintain an alert, upright position so that everything in your area of responsibility can
be observed. Keep your eyes on the pool at all times. Try not to be fixed on one area or
one person. Be sure to use a scanning technique.
4. Be assertive and make requests and orders of patrons in a courteous and determined
manner.
5. No social visits or unnecessary talk should occur; this includes patrons, parents, and
other aquatics staff. If there is a person who must speak to you, keep your eyes on the
pool and do not allow them to stand in front of you, or block your view of the pool. You
may need to let them know you will talk to them at a later time.
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6. Promptly enforce all pool rules using fairness and understanding. All pool rules must be
strictly adhered to; this includes pool staff, NO EXCEPTIONS. Any potentially
dangerous situation specifically addressed in the pool rules will not be permitted. If you
are unsure, the answer is NO! Send all questions to the Senior Guard or Office Staff. Do
not make up answers or bend the rules for anyone!
7. Keep the pool facility, guard shack, and any office areas clean and orderly at all times. A
messy work environment can be an obstacle to your performance and may become a
safety issue.
8. Do not gather with other personnel. "On the job" means work, not socializing, even when
other personnel are not working.
9. Check the bottom of the pool often and at the end of all open swim sessions for debris.
10. Be aware of any potentially dangerous situations both inside and outside the facility.
11. Be alert to "gutter crawlers,” “wall walkers,” or those who extend themselves beyond
their ability.
12. Biohazardous materials such as human waste, body fluids, secretions, or vomit should
be treated as follows: clear the immediate area, be sure your area of responsibility is
covered, then get necessary equipment/chemicals to clean up and hose off any affected
deck areas. When dealing with biohazardous materials, be sure to wear your personal
protective equipment, eye protection, a mask/respirator, gloves, and if CPR or rescue
breathing is needed, use a bag valve mask or hard mask. These precautions will better
protect you from HIV, Bloodborne Pathogens, and Hepatitis B. Document the incident
by completing an Incident Report Form (Appendix A), which should include the type of
biohazardous materials that were involved, the Chlorine/PH levels before and after the
incident, and what actions were completed by the staff during the incident.
13. Be observant; test and separate swimmers.
a. Swimmers who cannot swim the width of the pool across and back doing an
adequate overarm crawl stroke must stay in the shallow end or wading pool. NO
EXCEPTIONS. If a child passes the swim test but then becomes fatigued, the
lifeguard can restrict them to the shallow end.
b. Children who cannot pass the swim test may swim in the deep end as long as a
responsible adult (18 years of age or older) accompanies them. The adult must be
within arm’s length of the child at all times.
14. Discuss any problem you are having with management. Any questions you may have
regarding techniques, responsibility, or pool procedures will gladly be explained to you
by your supervisor if the Senior Lifeguard is unsure.
15. Guard Relations:
a. Back each other up on ALL rules and be consistent.
b. Communicate any discipline problems to other lifeguards.
c. Work as a team; support each other in all decisions.
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16. Be aware of your assigned guarding area. Do not stop scanning your area even during
rotation. Overlapping into your neighboring guard's area is necessary.
17. Be aware of special trouble areas and blind spots such as ladders, steps, and under
lifeguard stations.
18. If you feel a situation is unsafe or unusual, it is your responsibility to report it to the
Senior Lifeguard or your supervisor immediately.
19. We strongly recommend all aquatics staff protect themselves from the sun’s harmful rays
by wearing sunscreen, a hat, and sunglasses.
20. Staff members are encouraged to leave the facility after their scheduled shift has been
completed; however, if they must stay they must conduct themselves in a professional
manner. If staff members abuse this privilege, it will be revoked.

B. AQUATIC POLICIES AND PROCEDURES

1. ALL lifeguards must be at their stations on time and before the public enters the gated
pool area. If there are patrons on deck or in the bathrooms (before, after, or between
sessions) the Senior Lifeguard is responsible for designating a lifeguard to be on the pool
deck watching the pool. There must be at least one lifeguard on deck with a rescue tube
any time there are patrons in the gated pool area.
2. Do not carry on a conversation with other lifeguards (except that which is essential for
the proper management of the swim session). Communication with other lifeguards
should be done during rotations.
3. If at any time you feel there is reason to get the patrons out and close the pool (lightning,
accident, cloudiness of water), contact your supervisor and follow the procedures for
pool closure. Remember to always inform the patrons of the purpose for closing the pool
and hang the pool closure sign. No refunds will be given.
4. When enforcing pool rules, be uniform in your judgment. Consistency is most important.
Stick to your decision.
5. Act appropriately on deck/guard shack. Pranks and tricks are not to be condoned.
Lifeguards are not to engage in socializing or game coordinating with patrons.
Lifeguards are to only interact with the public as it relates to job duties. Remember,
lifeguards are always in view of the public and must be an example for the public.
6. Keep all unauthorized personnel and equipment off of lifeguard stands, chairs, and out
of the guard shack.
7. You will be allowed to keep water with you to maintain body fluids. All other eating and
drinking will be restricted to lunch time, away from the pool area. Please clean up after
yourself. No glass containers allowed. Patrons are not allowed to fetch for lifeguards,
such as water, sunglasses, or other items.
8. Lifeguards may take a "dip" (in and out) only when rotating and when another lifeguard
is present and watching the pool.
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9. Remain in your assigned area except for an emergency or when relieved. Rotate quickly
and safely, signal to another lifeguard if you must leave your station for any reason. No
one other than staff lifeguards will relieve lifeguards on duty regardless of circumstances.
10. Do not use abusive language or profanity in the execution of your duties or within staff
relationships. Be polite, patient, and professional. Do not lose your cool.
11. Employees will be scheduled to work as needed. This condition of employment should
be clearly understood.
12. The pool area is a nonsmoking environment. Anyone who wishes to smoke must do so
outside the gated pool area.
13. Friends and relatives may not visit staff during duty hours, unless it is an emergency. No
exceptions.
14. After 30 minutes, the most senior lifeguard is to determine if the patron-to-guard ratio
(30:1) warrants the current staffing level. If the staffing level is high, then extra staff may
be sent home. The most senior lifeguard should send home the staff who volunteers to
go home or who has worked the most lifeguarding hours that day. The lifeguard being
sent home will make a note of when he/she was sent home in the daily log book. Senior
lifeguards are not eligible to be sent home, unless given approval by a supervisor or
another senior lifeguard is on duty.
15. If after 30 minutes there are no patrons, close the pool and clock out on your time sheet.
Follow procedures for pool closure (pg. 12, I).

C. DAILY PROCEDURES

MAKE THESE HABIT OR SECOND NATURE!
1. Sign-in using the daily log book (Appendix B) and on your time sheet (Appendix C) with
the time you started work.
2. Open pool, remove pool covers if needed, and inspect for cleanliness and readiness for
the public.
3. Perform maintenance as needed or upon request.
4. Take out and inspect all safety equipment daily (including the guard chair). Each day
the supervisor/senior lifeguard must inspect and report any unsafe or faulty equipment.
Inspection of the facility includes: lighting, pool decks, ladders, fencing, handrails,
lifeguard chairs, restrooms, showers, and all other equipment used by staff and patrons.
The procedure for faulty equipment is as follows:
a. Close off the concerned area or equipment.
b. Notify your supervisor.
c. Complete an incident report (Appendix A) and document it in the daily log book
(Appendix B).
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5. Take and record water chemical and temperature readings in the daily log book; this must
be done before and after each session.
6. Be at an assigned lifeguard station before the session starts and the gate opens. At least
one lifeguard must remain on the pool deck, watching the pool until the last patron leaves
the gated pool area and anytime that any of the gates are open or unlocked.
7. Perform assigned duties: lifeguarding, teaching swim lessons, or other duties as assigned.
8. At the end of each session inspect the pool bottom.
9. At the end of each day secure all pool equipment.
10. Put the covers on the pools. Lock the pool cover reel to the fence and secure all other
items in the guard shack or restrooms.
11. Complete the daily log book (Appendix B).
12. Complete your “Time Out” on your time sheet (Appendix C).
13. Shut off all lights (restrooms, guard shack and pool lights). Lock all doors and lock all
gates by tightly wrapping the chain around the gate and locking it.

D. DISCIPLINE PROCEDURES FOR PATRONS

The main problem in operating a pool facility for public swim is not rescues, but rather keeping
firm and consistent control.
1. Discipline must be handled in a tactful, polite, and consistent manner.
2. Discipline must take place from the moment the patron enters the pool until they leave.
Any inconsistency causes confrontation.
3. Consistent discipline is reacting each time a violation occurs.
4. No favorites! Everyone, including personal friends, must abide by the rules.
5. Infraction of rules:
a. Do not let it go the first time.
b. Bring the rule to the person's attention in a firm, but courteous way. Do not raise
your voice unless it is necessary to get the person's attention.
c. Backtalk to lifeguards will not be tolerated from anyone, any age. Ask the person
to change their behavior. If they do not comply, ask the person to leave. Complete
an incident report (Appendix A). If this is an adult, have the senior lifeguard or
supervisor handle it.
d. For most offenses:
i. Verbal Warning: have individual read the rules, depending upon the
severity you may have them sit out for 5 minutes.
ii. Second Offense: sit the individual out for 10-15 minutes (be sure they know
why).
iii. Third Offense: the person is sent out of the pool for the rest of the day.
Complete an incident report (Appendix A).
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Note: If the infringement is serious in nature, only one warning will be given. The second
offense will result in dismissal from the pool.
If someone needs to be suspended from the pool, it should be done by a senior lifeguard or
supervisor. If you feel such action is necessary, bring it to a senior lifeguard or supervisor’s
attention immediately. The senior lifeguard must notify their supervisor when suspending a
patron. Only a supervisor may remove a patron for the season. An incident report (Appendix
A) must be completed for any suspensions.
6. If you have unruly or intoxicated persons who want to swim, refuse their entrance to the
pool. If they cause a disturbance, call 911 or the non-emergency dispatch telephone
number: (760) 965-5001. State where you are, who you are, and the problem. If they are
causing a disturbance, gather a physical description and if possible a name, address and
telephone number and complete an incident report (Appendix A).
7. Staff must not make any statements unless asked to do so by law enforcement personnel.
Direct request for information to your supervisor.
8. Record the event in the daily log book (Appendix B).
9. In case of emergency, an incident report is completed (Appendix A). If your supervisor
cannot be reached, place the incident report in the completed incident reports folder and
leave a message with the on-call District employee at (760) 713-9175. Reports must be
completed within 24 hours of the incident. All incident reports are to be completed in
blue or black ink. Only include facts on these reports, no personal interpretations.
Staff is not to vary from the above discipline procedures! Variance from the discipline
procedures will result in a disciplinary action. No whiteout. Line out mistakes and initial
the mistake.

E. EMERGENCY SYSTEM

All guards are required to have their whistles at all times.
1 SHORT BLAST - Attention of the rule breaker.
1 LONG BLAST - Pool break, evacuate pool.
2 SHORT BLASTS IN SUCCESSION - Get the attention of another lifeguard on duty.
2 LONG BLASTS IN SUCCESSION - Emergency procedure. Lifeguard needs to enter the water
to perform a rescue. No backboard is needed.
3 LONG BLASTS - Emergency procedure: head, neck, or spinal injury. The primary lifeguard
enters the water to perform the rescue. A secondary lifeguard clears the pool, brings the
backboard, and calls 911. If the incident involves a minor, a senior lifeguard or supervisor is to
call the parent, "There has been an accident, please meet at __________ hospital." Notify a
8
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supervisor immediately, if a supervisor cannot be reached, call the on-call District employee at
(760) 713-9175.
In the event of a drowning or possible drowning, the rescuer(s) must complete an incident report
(Appendix A) within the next few possible hours. Do not put this off as the information you
have may fade as you come into contact with various personnel.
If the pool has been cleared for a drill or an emergency, staff will verbally inform patrons when
they can re-enter the pool. There is no whistle to re-enter after pool clearing. Pool audits and
emergency drills will be practiced at various times.

F. RESCUE PROCEDURE FOR MAJOR ACCIDENTS

1. The lifeguard signals 2 or 3 long blasts, this signal alerts other pool personnel and group
leaders that it may be necessary to clear the pool and put rescue procedures into action.
2. Lifeguard on duty will reach the victim(s) in the fastest possible way and administer
lifesaving techniques as required and prescribed by the American Red Cross.
3. The cashier or another person on duty will follow the outlined instructions for emergency
phone calls, which is posted on the bulletin board. This sheet will provide the caller with
all necessary information (Appendix D).
4. Two or more lifeguards signal all patrons to leave the water and pool area with 1 long
blast. Lifeguards then help supervise these people.

G. INCIDENTS/ACCIDENTS

1. Incident reports (Appendix A) are completed for thefts, fights, police matters, or any
suspected injuries occurring in the pool, pool area, or restrooms.
2. Incident reports (Appendix A) are to be completed immediately by the employee in
whose area the problem occurred or was witnessed and submitted to your supervisor.

III. GENERAL INFORMATION

A. DISTRICT POLICIES AND PROCEDURES

The District’s policies and procedures must be followed for:
General Employment Policies
Benefits, Salary, and Wages
Holiday and Vacation Policies
Sick Leave Policy, Family and Medical Leave Laws, and Pregnancy Disability Leave Policies
Other Leave of Absence Policies
Negative Employment Actions
Separation From Employment
Employee Safety and Security
Expenses, Travel, Mileage and Reimbursements
9
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Administrative Polices

B. KEYS

Keys will be issued by the District and documented on an equipment check out sheet (Appendix
E). In the event you are provided with keys for the facility to which you are assigned, there are
several things of which you should be aware:
• If you lose your keys, report this to your supervisor at once. Report when, where, and if
possible, how you lost the keys, and who might have been in your company at the time.
• The loss of those keys would be very serious as they could fall into the wrong hands and
individuals may use them to obtain entrance to District facilities to steal or destroy
property.

C. STAFF MEETINGS

Staff meetings will be held as scheduled. All personnel are expected to attend, as staff meetings
are scheduled shifts. Employees must report to all scheduled shifts in uniform, on time and
prepared to work.

D. UNIFORMS

You are required to wear a uniform at all times while on duty. The uniform consists of the
following:
Lifeguarding:
Required:
- Red swimwear: one or two piece sport-style suit or short swimwear. Must be plain red,
no other colors or designs; Red Cross or lifeguards logos are acceptable).
- District issued whistle
- Sunscreen (the District provides sunscreen for use before and during your shift).
You may also wear:
- District issued lifeguard shirt
- Solid red or gray sweat pants, sweat shirt or shorts (must be plain red or gray, no other
colors or designs; Red Cross or lifeguard logos are acceptable)
- Solid red or straw hat or visor
- Sunglasses
Teaching Swim Lessons:
Required:
- One or two piece sport-style swim or short swimwear. Attire may be any color but
must be neat, clean, well fitting, appropriate in style and design for the instruction of
swim lessons and professional.
- Sunscreen
You may also wear:
10

May-22

-

Hats, sunglasses, rash guards.

E. SCHEDULES

Schedules will be posted using WhenToWork (www.whentowork.com) and schedules will be
posted at least one week prior to the first scheduled shift.

F. TIME SHEETS

Time sheets are necessary in order to receive payment for your time worked. It will be your
responsibility to see that they are completed correctly and given to your supervisor by 5:00 p.m.
on the Tuesday preceding the end of the pay period. There is a sample time sheet available in
this handbook (Appendix C). No other person is authorized to fill out your time sheet. You are
the only person who may do so and your hours should be recorded daily. Pay periods are biweekly. Time sheets must be completed in blue or black ink only. Do not use whiteout on
time sheets. When totaling hours, use increments of quarter hour fractions (¼, ½, or ¾).

G. ABSENCE AND TARDINESS

If you are going to be late or absent, notify your supervisor no less than 4 hours prior to your
scheduled work time if possible. If it is after-hours contact the on-call staff member at (760) 7139175. If you feel you are becoming ill, call your supervisor or the on-call staff member the night
before. Other than illness, it is your responsibility to find a replacement for your scheduled
shift(s), if you are not available to work. To ensure continuity of class instruction, if you are
away from instructional classes more than two days in a session, a substitute may be assigned
to those classes for the remainder of that session. You can utilize WhenToWork to find another
staff person to cover an assigned shift in your absence. Shift trades must be approved in advance
by your supervisor. Shift trades can only take place with staff of the same position unless
authorized by the supervisor. Staff members who repeatedly miss their scheduled shifts
without approval by your supervisor may be subject to negative employment action.

H. TIME OFF REQUESTS

All time off requests (Appendix G) are to be submitted two weeks prior to the date being
requested off when possible. Time off requests may be submitted using WhenToWork. Time
off requests are not approved until you receive a notification of the time off request approved
by your supervisor. Staff availability sheets are not time off requests.

I. POOL CLOSURE

1. Whenever the pool closes other than regularly scheduled closures, a sign will be posted
stating: "POOL CLOSED," the reason for closing, and the date. Sign(s) must be clearly
visible to patrons.
2. Do not enter any time on your time sheet after the pool closure unless you are conducting
required maintenance during that time or have been instructed to do so by your
supervisor.
11
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3. The pool will close for inclement weather or any time the water is too cloudy to see the
line in the deep end from the opposite side of the pool. In this case, an incident report
(Appendix A) needs to be completed and turned in to your supervisor.
4. Make sure to drop a revenue sheet (Appendix H) with the reason for the closure and
amount of any monies collected. If there was no money collected, write “no money
collected due to closure” and drop the revenue sheet into the safe. If the pool will be
closed for more than one swim session, and you will be leaving for the day due to
inclement weather or maintenance issues with the pool, a revenue sheet needs to be
dropped for all swim sessions that would occur normally.

J. CLOSING OF POOL DURING SWIM LESSONS

Your supervisor will determine that the pool should be closed according to the above procedure.
In the event of a thunderstorm, classes will be moved from the pool to the program or
community center(s). The students may participate in land skills and safety related lessons.
Parents will not be offered makeup dates for these courses (as swim lessons will not be
cancelled) rather modified due to weather conditions. Pool passes may be offered at the
supervisor’s discretion in the event of inclement weather.
The District Office front desk staff and your supervisor must be notified in the event of a pool
closure.

K. ELECTRICAL STORMS

If clouds are overhead and thunder/lightning is active in that cloud system, close the pool.
In the event of thunder and lightning, lifeguards should:
• Clear everyone from the water and have patrons leave the pool area.
• Keep patrons and staff out of showers and restrooms.
• National Lighting Safety Institute recommends waiting 30 minutes after the sound of
thunder is heard to resume activities.
If there is a question or you see a storm coming, call your supervisor. Notify again if and when
the pool closes. During the week, always notify the District Office front desk staff of a pool
closure. Be sure to state why the pool is closed and how long it is expected to be closed.

L. TELEPHONE USE

PERSONAL CELL PHONES ARE TO BE KEPT IN THE GUARD SHACK AND ARE NOT TO
BE USED WHILE ON DUTY.
District telephones are to be used for business only and all calls should be made discreetly. To
get an outside line, you must dial 8 first. The general public should be allowed to use the phone
in an emergency situation only. Staff should answer the phone stating the location, name, and
12
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"May I help you?" Patrons must not be allowed to answer the District telephone. You are a
representative of the District. Always be helpful, patient, courteous, and friendly as this reflects
upon not only you, but the District as well. When hanging up the receiver, hang up carefully as
not to insult the caller.
When the intercom is heard, you only have to pick up the receiver and speak. No buttons need
to be pushed.
To intercom office staff from the guard shack:
• Pick up receiver
• Press 116 – Judy Trenholm, 118 – Marshawn Swims, or 127 – Juan Ramos
• Say, "Hello"; if someone is there, they will answer.

M. STATIONS & DUTIES

1. Entrance Gate/Cashier:
Responsible for collecting money, keeping tally of the number of patrons in the pool area
and checking for appropriate swim attire. Cashier must inform all patrons entering the
gate that they are required to shower off before getting into the pool and all unattended
minor children must complete a swim test to go to the deep end. This guard is also always
responsible for supervising the wading pool.
2. Tower:
Main station for the entire pool and deck. At this station, you have the greatest visibility.
The diving area and deep end are the main responsibilities. There must be a ring buoy
and rescue tube at this station.
3. Shallow End:
Responsible for the shallow end including both sides of the stairs and backup coverage
for the wading pool. The wading pool is a real danger spot, as parents think this shallow
pool is safe for non-swimmers.
4. Rover:
Patrols the entire facility (including restrooms) and assists the other lifeguards at their
stations when needed. Assists the cashier and deals with any potential patron problems.
This is a "catch-all" position. Usually used when pool is at or close to capacity.
NOTE: Staff should be at their assigned stations even if the pool is not crowded.
Tower should never be at the cashier station unless you are rotating or there is an
emergency.
5. Swim Lessons:
Lifeguard: Responsible for the pool deck in its entirety. The lifeguard will remain on
deck at all times during the lessons and during the break between lessons when patrons
13
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(parents or children) are on the pool deck. The lifeguard is responsible for keeping
parents off of the pool deck during the lessons and enforcing pool rules for class
participants.
Swim Lesson Instruction: Responsible for the supervision of assigned class. The
lifeguard will instruct swim lessons and is responsible for maintaining order within their
assigned class while instructing.

N. ROTATIONS

o Ensure 100% coverage at all times during the rotation.
o Rotate every 15 minutes. Be punctual, leave 1 minute early, and take a quick direct route
to your guarding station. Rotate clockwise.
o During a tower rotation, stand in a position where you can assume the guarding
responsibility on deck and notify the lifeguard of the change. The lifeguard in the chair
should come down and stand on the deck, guarding the area until you are in the chair
and ready. When changing from tower to deck, or vice-versa, only conversation
regarding the area will take place. Once seated in the chair, your eyes should not leave
the pool.
o During a deck rotation, the rotating lifeguard will stand next to the lifeguard on duty and
assume the guarding responsibility. The lifeguard moving on may then briefly discuss
any problems in that area.
o At no time will an employee leave their assigned position unless the area has adequate
coverage. Exception to this would only be in case of an emergency.

O. ADMITTANCE/REVENUE

o Admittance charge is $3.00 per person, cash or a pool pass only. DO NOT ACCEPT
CHECKS. Mark ALL bills $5.00 and over with a counterfeit detection pen (if available).
o Remember the cashier doesn’t start out with or always have change (Appendix H).
o Staff accepts the entrance fee and keeps careful count on the revenue sheet. If a pool pass
is used, staff will record the pass on the revenue sheet and include the pass in the monies
dropped into the safe at the end of the session (Appendix H).
o When the session is over, the most senior lifeguard counts the money in the guard shack.
All lifeguards must remain on the pool deck until the session is over. At the end of the
session the most senior lifeguard counts the money while the remaining lifeguard(s)
supervise the patrons as they leave and pick-up/put away equipment as needed.
o The pool revenue sheet must be completed.
• All money/passes should be placed in a bag along with the revenue sheet and put
into the safe. Be sure to double bag revenue when change is included in the drop.
• The person who is taking the money will stack the bills in order (1, 5, and 10) and
make them face the same direction. The bills should not be rolled, they should be
14
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laid flat. The most senior lifeguard of each swim session is responsible for making
sure that the drop is in order.
o No refunds.
NOTE: If there is any discrepancy in the total funds received, there must be an explanation
written on the revenue sheet even if it is, "I don't know."
The person who has the responsibility to drop the revenue bag may not keep it for any period
of time. Always have someone witness the revenue being dropped into the safe and initial the
drop in the daily log book (Appendix B).

P. MAXIMUM CAPACITY

The pool gates shall be closed when the maximum attendance has been reached for the safety of
the patrons. When this number is reached, the entrance gate shall be closed and shall open only
to balance the departures. The cashier will keep count of attendance. The maximum capacity
is 120. The patron-to-guard ratio (30:1) must be followed.
IV. PATRON INFORMATION

A. POOL RULES AND REGULATIONS FOR PATRONS

General Rules:
o Lifeguards have absolute authority in pool area.
o A fee must be collected for all persons entering the gated pool area.
o All patrons must rinse off using the showers before entering the pool.
o Persons with open sores, visible skin rashes, or wearing casts/bandages shall be excluded
from the pool area.
o There will be no rough and boisterous play. Patrons must swim separately. No running
or jumping on deck. "NO RUNNING" MUST BE ENFORCED. A desire to get into the
water as quickly as possible prompts many swimmers to run from the entrance to the
pool. Ask them to come back, walk and rinse off before getting into the pool.
o Due to San Bernardino County Health Department Codes: All swimmers must have
clean, appropriate swim attire. Patrons shall not be allowed in the water unless they have
appropriate swim attire. This must be strictly enforced.
Appropriate swim attire:
Infants are allowed to wear “swim diapers”. Diapers not designed as a swim diaper are not
allowed as the diaper absorbs water making the infant less buoyant and may result in
submersion. Children under the age of six must wear a swimsuit with a liner, a drawstring is
not required. The swimsuit, however, must have an elastic waist so that the swimsuit stays on
the child and contains any fecal matter.
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Females six years of age or older must wear a swimsuit. Females will be allowed to wear shorts
over their swimsuit (these shorts do not require a liner, but need to have a drawstring). If a
female wishes to swim in a sports bra and shorts, they may do so as long as the bra is not white
or see through and shorts must meet the same requirements as the males.
Males six years of age or older must wear shorts with a drawstring and liner. If the shorts do
not have a liner, underwear may be substituted (this does not include boxers).
Any swim attire that is offensive to the general public will not be allowed.
Only material designated as swimwear are allowed in the water, under no circumstances are
jean shorts/pants, sweat shorts/pants, 100% cotton material allowed to be worn in the water.
o No refreshments, gum, or edibles will be allowed in the pool, on the deck, or in restrooms.
Refreshments will be allowed only in the picnic area.
o No artificial swimming devices such as masks, fins, floats, swim aids, balls, or plastic toys
will be allowed in the pool unless the pool has been rented for a party. Goggles are
permitted, as long as it does not have a nose piece.
o No one is permitted in the guard chair except the lifeguard on duty.
o Leaders of organized groups visiting the pool will assume the responsibility of the
conduct and behavior of their group while at the pool.
o Absolutely no glass containers are allowed inside the gated pool area.
o All patrons must abide by rules posted in each swim area.
o Absolutely NO playing or hanging on the rope. This is an important piece of safety
equipment to be used only by swimmers who are in distress. All buoys must be evenly
spaced on the rope.
o The public is not allowed to bring radios into the facility unless the pool has been rented
for a party.
o No suntan OIL is allowed in the pool area. Sunscreens and lotions are acceptable.
o Jumping into the pool feet first is permitted in all areas provided patron is facing the pool
and within the 2 foot line. “Spin Jumping” is not allowed. No jumping is permitted in
the wading pool.
o Head first diving is only permitted in the GREEN AREA.
o If a large crowd has gathered in any area of the pool, stop all jumping, diving, or any
other potentially dangerous situation.
o It is the discretion of the aquatics staff to rule on any situation(s) not covered in these
general rules.
Wading Pool:
o No children over six years of age allowed in this pool.
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o All children must be supervised by an adult.
Diving Area - Green Area Only:
o No flips, turns, or back dives allowed.
o Straight dives from the green area are allowed.
o Your supervisor or senior lifeguard in charge may suspend from the pool any person
violating the above rules or whose conduct is jeopardizing the safety or pleasure of
others. Please refer to the discipline procedures (page 7).
o All patrons must abide by the Hesperia Recreation and Park District Code of Conduct
(Appendix I).
Reading the posted pool rules in a firm, loud voice before each and every session to all patrons
in line at the entrance gate is required. This must be done five minutes before the start of each
session.

B. POOL RENTAL PROCEDURES

The following variations of the above outlined rules are acceptable only during pool rentals and
special events:
o Flotation devices and pool toys are permitted as long as they are being used in a safe
manner.
o The party may decide whether or not they would like the pool ropes to be in the water.
o Radios are permitted in the picnic area.
o Food and drinks are allowed in the picnic area only, no glass containers.
As always, patron safety is the number one priority. It is the discretion of the aquatics staff to
stop an activity if it becomes unsafe. The District’s code of conduct (Appendix I) and all other
rules apply.
Senior lifeguards should introduce all of the lifeguards on duty and explain these rules to the
leader of the party before any patron enters the water.
There will be a copy of the patron’s pool rental paperwork in the guard shack.

C. TIPS FOR DEALING WITH PARENTS

Seek them before they seek you.
Listen before you speak. Let them have their say. Let them “blow off some steam.”
Never lose your "cool." Always have a good attitude; don’t argue.
Remember, you are the expert - answer all questions calmly and thoroughly. Take a deep
breath, analyze the problem, and come up with a solution.
o Do not reprimand; educate.
o Deal with parents one on one, not in front of bystanders is possible.
o
o
o
o
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o If you do not know, do not fake it; find it! Ask a senior lifeguard or your supervisor. It
is better to explain that you don't know, but will find out. Write down their question or
complaint and their name and phone number. You may also give the patron the
supervisor's office phone number and the best time to reach them. This will also give an
upset patron time to cool off.
o Do not allow one parent to monopolize all your time.
o Direct seriously irate parents to your supervisor.
o Give respect, get respect.
o Do not be intimidated by parents or other patrons either mentally or physically.
Remember, you are the absolute authority in the pool area. Be cautious when you see
unruly patrons, such as youngsters pushing, causing others close by to fall, go under
water or get splashed.

D. KIDS KAMP OPEN SWIM PROCEDURES

1. Kid’s Kamp will arrive at the swim lesson gate 10 minutes prior to the start of the swim
session.
2. One lifeguard will line up all of the Kid’s Kamp children against the picnic area fence and
read the pool rules.
3. The children must remain behind the picnic area fence until there is a lifeguard stationed
at the tower and the shallow end.
4. One lifeguard will dismiss the children to walk to the restrooms and shower off.
5. Swim test anyone that would like to go into the deep end, they can line up next to the
shallow end station (the white chair) and take their swim test two at a time.
6. Kid’s Kamp children may only take the swim test 2 times each session. Kid’s Kamp staff
will have wristbands for participants who have passed the swim test. Participants with
black wristbands will not have to re-test during the summer.
7. Kid’s Kamp children are typically very familiar with the rules and often push them more
than children from the public. When reading the rules at the start of each session,
emphasize the rules that are most commonly broken (i.e. no running, no hanging or
playing on the pool ropes, etc.). It is important to be firm and consistent when enforcing
the rules.

F. IDENTIFICATION OF POTENTIAL ACCIDENTS

The following situations commonly lead to injury:
o Climbing on the shoulders of another swimmer - injury may result from collision with
another swimmer, the bottom, or the edge of the pool.
o A small child standing near deep water - a potential hazard, which could result in a
pullout and/or an emergency situation. If this is a young child, try and locate the parent
or guardian supervising the child.
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o Wrestling - during this type of rough play, the most likely injury would be to another
patron in the pool being kicked; also there may be water swallowed in the excitement.
Pool rules state, "NO ROUGH PLAY."
o Swinging on the ladder - using the ladder as parallel bars could result in injuries to
swimmers, as well as injury to the "swinger." Often, swimmers surface right at the ladder
and they could easily be kicked. Also, the "swinger" could slip to the deck, causing severe
injury.
o Someone being flipped off another's shoulders - those involved have their backs to the
direction of flight. Once the person is projected into the air, there is no control of where
they may land. Injury may result from the person landing on surfacing swimmers, or the
person being tossed may hit the edge which could cause severe lacerations.
o Someone diving into 2-3 feet depth area - if the angle is sharp, they could skin themselves
on the pool bottom and there is the remote risk of a spinal injury. They should be warned
of the danger and told to dive in the green area only.
o Snapping a towel - towel snapping has led to scraped skin from trying to evade the towel,
welts, and eye injury.
o Diving for objects - cuts are often received from the projectiles (diving object). Usually
children bring rocks into the pool for this purpose.
o Glass in the pool area - more often than not, broken glass is not completely recovered. It
also takes quite a while to clean the area thoroughly and everyone in the vicinity has bare
feet (potential cuts).
o Violent splash - this is primarily an annoyance to other swimmers, particularly adults.
o Someone sitting on the rope - usually an unskilled swimmer that should not be in deep
water. They may be in trouble - keep an eye on them until you are sure.
o Someone on the bottom - usually this is someone holding his/her breath. Do not become
excited and immediately jump in. Keep an eye on this person and if no movement takes
place for the next 20-30 seconds, then enter the water. The deeper the water, the greater
the urgency. If this is in the deep end, do not wait as long.
o Patron pushing another in - this type of horseplay results in pool edge injuries and
collisions.
o Patron peeking around the corner of the restroom area - usually some mischief is taking
place in the restrooms and the patron is the lookout.
o Patron pulling another towards the edge - this type of horseplay usually results in pool
edge injuries, deck scrapes, and pool collisions.
o Hand over hand or wall-crawler - usually a complete non-swimmer who is heading for
deep water - a potential pullout.
o Patron doing flips from the edge - usually results in split heads on the pool edge or pool
bottom scrapes. Straight jump only.
o Tag players - usually results in deck scrapes.
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G. ACCIDENT PREVENTION AND PRECAUTIONS

It is easier to prevent an accident than to cope with the results. The majority of accidents around
a pool are preventable. Rules are established to assist in the prevention of accidents.
Pool hours, scheduled programs, rules, and emergency procedures must be posted in plain view
of pool users and employees.
When proper supervision of the pool is not possible, the pool must not be used. All doors and
gates must be locked when a lifeguard is not on duty or when pool is not open for use.
After every swim session, the pool should be cleared and the bottom of the pool inspected.
Aquatic staff must be familiar with all rules and regulations.
Pool should be operated only during scheduled hours. No unauthorized or free swimming,
including workouts or night swimming by employees will be permitted unless specifically
approved by proper permit from your supervisor.
If a patron becomes unruly and it is necessary to eject him/her forcibly, the services of the local
law enforcement agency should be called. Employees must not make physical contact with the
patron. Any such incident must be reported immediately to the supervisor.
Report all accidents and injuries in the daily log book (Appendix B). Incident reports (Appendix
A) are to be completed for ALL accidents and injuries and are to be turned in to your supervisor
within 24 hours.
V. JOB DUTIES

LIFEGUARD
•
•
•
•
•
•

Follow all aquatics regulations, guidelines, and policies as outlined in this manual or as
directed.
Be prepared for all shifts; lifeguarding and swim lessons assignments.
Go over facility, safety, and rules at the start of each swim session, facility rental and the
first day of swim class instruction.
After the first day, notify your supervisor of any absent students. If there are any requests
for class transfers or refunds refer them to the District Office.
Teach all safety information in your regular classes.
Complete class rosters (including pass/fail indicators) prior to the last day of class and
submit to your supervisor.
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•
•
•
•
•
•

Complete all skill sheets/ course certificate cards prior to the last day of class and have
them ready to hand out to students. Make sure to make comments if space is provided.
Give all unclaimed skill sheets/certificates to your supervisor at the end of each session.
Utilize and complete the swimming course skill check lists for every class. These are to
be stapled to the course roster prior to being turned in to your supervisor.
It is the instructing lifeguard’s responsibility to retrieve and return all needed equipment
to and from the guard shack.
Pick up teaching assignments and paperwork from the District Office prior to the first
day of class.
Direct any course enrollment issues to District Office staff. Do not make any class
changes without authorization from your supervisor.

SENIOR LIFEGUARD
•
•
•
•

•

Ensure all aquatics regulations, guidelines, and policies are followed.
Verify that the information in the daily log book (Appendix B) is accurate and complete.
Ensure revenue sheets and money drops are complete, accurate and legible.
Ensure the following:
o Guard shack is clean and organized.
o There are enough chemicals to maintain proper water quality levels.
o The file box has blank copies of all forms; if not, notify your supervisor.
o All equipment is in working order and put away at the end of the day.
o Handle any difficult situations.
Document and notify your supervisor of any personnel problems. Documentation
should include: date, time, staff name, description of problem, and action taken.
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Hesperia Recreation and Park District
P.O. Box 401055, Hesperia, Ca. 92340
(760) 244-5488
INCIDENT REPORT
Report must be turned in to the District Office within 24 hours of the incident.
This form is for official District use only.
Date of incident:

Time of incident:

Facility:

Place or Area:

Program/Event:

Employee in charge:

Employee(s) on duty:
Type of incident:

Injury

Fight/Assault

Violation of Rules/Laws/Code of Conduct

Authorities contacted:

Accident
Police

Supervisor:

Vandalism
Fire/Paramedics

Theft

Fire

Other:
Parents

School Official:

Other:
Description of incident:

Describe type of action taken by staff:

(Turn over to complete)
A
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Additional Information:

Name:

Phone:

Address:

Involved

Name:

Witness

Phone:

Address:

Involved

Name:

Witness

Phone:

Address:

Involved

Name:

Witness

Phone:

Address:

Involved

Report Completed by:

Witness

Date report completed:

For Supervisor Use Only
For Employee Injury:
Supervisor’s Report of Injury Submitted:
Yes
No
Employee Directed to Contact Administration Office:
Yes
No
(Date)

Original to Administration

(Date)

Copy to Maintenance

Supervisor Signature

(Date)

Copy to Rangers

Date

For Administration Use Only
Supervisor’s Report of Injury submitted on:
DWC Form 1 submitted:
Property/Liability claim received:
Administration Signature

Date
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ADMINISTRATIVE POLICY
INCIDENT REPORTING PROCEDURE
Hesperia Recreation and Park District
Effective Immediately
12/02/02
Revised 6/4/15
Revised 10/11/2017

Policies & Procedures
Administrator’s Memo
02-3

The following procedures must be followed by Hesperia Recreation and Park District staff for
the completion of Incident Reports:
1. The Incident Reports are to be completed for employee and patron injuries, accidents,
vandalism, theft, fire, fight/assaults, violation of rules/laws/code of conduct or any other
out of the ordinary situations which arise.
2. Incident Reports must be completed and submitted to Administration within 24 hours
of the incident. If the incident occurs over a weekend or holiday, the employee reporting
the incident should contact their supervisor to make them aware of the incident. The
supervisor will then determine if any immediate action should be taken.
3. Incident Reports are to be reviewed by the reporting employee’s supervisor to ensure it
is complete and accurate. If the report is found to not be either complete or accurate, the
supervisor must have the employee make the corrections within an additional 24-hour
period. Administration must be made aware of the incident and be notified of the delay (a
copy of the incomplete Incident Report may be requested at that time). Prior to the
supervisor submitting the report to Administration, the supervisor must complete the “For
Supervisor Use Only” section on the second page of the Incident Report.
4. Copies of Incident Reports may be kept by the supervisor; however, these must be kept
in a secure location.
5. Administration will review all Incident Reports and take any necessary actions as a
result of the Incident Report. Once Administration has reviewed the Incident Report, the
reports will be filed in the master files and retained in accordance to the District’s Records
Retention Policy.
6. Blank Incident Reports can be found at each facility or the electronic version is located
on the Shared Drive S: /forms/Incident Report Form.
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ADMINISTRATIVE POLICY
TIMESHEET PROCEDURE
Effective January 1, 1987
Revised June 4, 2015
Revised June 24, 2016

Policies & Procedures
87-1
Timesheet Procedure

The following procedure will be used to complete a District timesheet:
1. Timesheets will be turned in for each two (2) week period.
2. All timesheets must be filled out completely using blue or black ink only.
3. Supervisors must have timesheets into the Administrative office no later than 10:00 am on
the timesheet due date listed in the present year’s payroll schedule.
4. There are two types of timesheets one for Maintenance and one for all other employees.
5. How to fill out a timesheet:
a. Period End Date – Enter last day in the present two (2) week pay period.
b. Employee ID – Enter Employee ID.
c. Name – Enter first and last name. Print name legibly.
d. Position – Enter job title, i.e. Recreation Attendant, Account Clerk, etc.…
e. Day/Date – List the date worked next to the appropriate day.
f. In/Out – Hours in and out are to be indicated in the spaces provided, showing time
out for lunch breaks if applicable. List the times in/out for every location/activity
for the day. If holiday, vacation, sick time is used, enter the time in/out that you
would have worked.
g. Location – Refer to the Timesheet Location and Activity Categories list for the
correct location abbreviations to use.
h. Activity – Refer to the Timesheet Location and Activity Categories list for the correct
activity to use.
i. Hours – Total regular hours worked each day, rounding to the closest 15 minute/¼
hour increment, and use the following to list classified hours (regular hours worked
do not require designation):
?H = paid holiday
?V = hours vacation time taken
?S = hours sick leave taken
?ML = hours management leave taken
Note: ? means number of hours.
j. Total hours for each day should be written in the Hours box only. Employees are
not to write on any area of the timesheet other than as specified above. The payroll
C
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department will total the hours worked per two (2) week period.
k. Employee’s signature – Employee must sign timesheet showing that they filled the
timesheet out.
l. Supervisor’s signature – Supervisors must sign their employee’s timesheets. This
verifies hours worked.
Timesheets and the Timesheet Location and Activity Categories list may be revised from
time to time. The most recent timesheets and timesheet categories list will be located in the
following location: S/Forms/HR Forms/Time Sheets.

C
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Instructions for Emergency Phone Calls
Remember: Always dial 8 (first), then the phone number.
Emergency Phone Numbers:
EMS: 911

Nonemergency: Fire 1-800-472-2376

Hospital Name: Desert Valley Medical Center

Nonemergency: Police (760) 956-5001
Phone: (760) 241-8000

Poison Control Center: 1-800-222-1222
Other Important Numbers:

Hesperia Recreation & Park District: (760) 244-5488
Administrative Operations Manager: 118
Staff Assistant, Recreation: 116
Front Office Extensions: 111

Information for Emergency Calls:
1. Location: Lime Street Park Pool
Street Address: 16292 Lime Street
City or Town: Hesperia
Directions: South of Main St. on the corner of Hesperia Rd. and Lime St.
2. Phone Number from which call is being made: (760) 244-5488 ext. 121
3. Caller’s Name
4. What happened
5. How many injured
6. Condition of victim(s)
7. Help (first aid) being given
Note: Do not hang up first. Let the person you called hang up first.

D
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Hesperia Recreation and Park District
(760) 244-5488

CODE OF CONDUCT

Everyone will be held responsible for all rules. In addition, all participants and spectators will abide by the “Code
of Conduct.” Officials, as defined for Code of Conduct purposes, will include District employees, Sports
Officials and District volunteers.
1.

No Person Shall: Lay a hand upon, shove, strike or threaten another person. Officials are
required to immediately suspend the offender from further involvement and report such conduct
to appropriate District personnel. Such person shall remain suspended until the District has
considered his/her case.

2.

No Person Shall: Refuse to abide by official’s decision. Officials are required to
immediately suspend such person from further involvement and report such action to
the appropriate District personnel. Such person shall remain suspended until the
District has considered his/her case.

3.

No Person Shall: Be guilty of objectionable demonstrations of dissent of an official’s
decision.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file report.

4.

No Person Shall: Discuss with an official, in any manner, the decision reached by
such official.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file
report.

5.

No Person Shall: Be guilty of using unnecessary rough tactics in the course of an event
against the body and person of another. Officials are required to immediately suspend
persons from further involvement and report them to the appropriate District
personnel. Such person shall remain suspended until the District has considered
his/her case.

6.

No Person Shall: Be guilty of instigating or causing a physical attack upon any person.
Officials are required to immediately suspend said person from further involvement
and report such actions to the proper authorities if warranted and to the proper
District personnel. Such person shall remain suspended until the District has
considered his/her case.

7.

No Person Shall: Be guilty of using profanity, racial comments, demeaning language
or comments that can be degrading.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file report.

8.

No Person Shall: Be guilty of an abusive verbal attack upon any person, such as

I
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profanity, racial comments, demeaning language or comments that can be degrading.
Officials are required to immediately suspend offender from further involvement and
report actions to the proper District personnel.
MINIMUM PENALTY: Placed on probation, file report.
MAXIMUM PENALTY: Suspended from District facilities.
9.

No Person Shall: Appear on a facility, at a meeting or in an event at any time with an
alcoholic beverage or in an intoxicated condition. Officials are required to
immediately suspend the individual from further involvement and report actions to
the proper District personnel. Such person shall remain suspended until his/her case
has been considered by the District.

10.

No Person Shall: Be guilty of gambling upon any outcome of District event.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file report.

11.

No Person Shall: Be guilty of discussion publicly with any other person in a
derogatory or abusive manner, any play, decision or his personal opinion of other
participants during any specific event.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file
report.

12.

No Person Shall: Enter a field of play or facility at any time other than during their
scheduled time, when said facility is scheduled to be in use by others.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file report.

13.

No Person Shall: At any time vandalize or attempt to damage any District or other
person’s `property. Officials are required to immediately suspend the individual from
further involvement and report actions to the proper District personnel. Such person
shall remain suspended until the District has considered his/her case.

Special Notes:
a. Suspensions have no boundaries. In other words, if a person gets suspended or put
on probation during one season or activity, it may carry on to the next season, activity,
and/or other sport. The District may also suspend a person suspended by another
agency.
b. Any person being placed on probation for the remainder of the season or activity and
reported again for violating the Code of Conduct will be suspended for the remainder of the
season or activity.
Sportsmanship Policy:
1. Teams or individuals participating in programs that are sponsored by the District shall be
expected to exhibit proper sportsmanship and appropriate behavior before, during and after all
programs.
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