DISCIPLINARY STEPS FOR STAFF MEMBERS

First Offense:  a verbal and written warning.

Second Offense:  In the discretion of the pool manager and/or 

pool operations manager will result in further warnings or discipline

 including dismissal.  Any acts which, in the opinion of the manager,

 pool operations manager and/or Board of Directors of the Bath and 

Tennis Club of Huntington Estates, constitutes and act of theft,

 deception, fraud, intoxication whether on or off the premises and/or

 whether work or non/work related, shall subject the employee to 

immediate termination.  A terminated employee may appeal said

 termination to the Board of Directors of the Bath and Tennis Club 

of Huntington Estates at their regularly scheduled meeting with no 

less than 72 hours prior written notice.

DISCIPLINARY STEPS FOR MANAGERS

First Offense:  a verbal and written warning.

Second Offense: written warning attached to employee evaluation.

Third Offense:  must appear before the Board of Directors of the Bath and Tennis Club of Huntington Estates.

Any acts which, in the opinion of the pool operations manager and/or Board

 of Directors of the Bath and Tennis Club of Huntington Estates, constitutes

 and act of theft, deception, fraud, intoxication whether on or off the premises

 and/or whether work or non/work related, shall subject the employee to 

immediate termination.  A terminated employee may appeal said

 termination to the Board of Directors of the Bath and Tennis Club 

of Huntington Estates at their regularly scheduled meeting with no 

less than 72 hours prior written notice.

DISCIPLINARY STEPS FOR CLUB MEMBERS

1. Verbal Communication:  Make people aware they are breaking the rules, be firm but friendly.

2. Sit out for 10-15 minutes.

3. Refer to manager or assistant manager.

4. Send home for the day.

5. Three-day suspension by manager only after discussion with the Board of Directors and/or parents.

6. Payment for damages in vandalism cases.

Huntington Estates Bath & Tennis

1315 Hobson Road

Naperville, IL 60540

(630) 961-9691

Please Print

Name: __________________________________  Gender:  _____ Male _____ Female  Age: _____

Address: ___________________________________   City: __________________________

Home Phone: _______________________
Work Phone: _______________________

Cell Phone: _______________________    Date: __________  Time: __________ am/pm

Specific Location (i.e. NW corner of pool by ladder):

_____________________________________________________________________________

[image: image1.bmp]
Part of Body Injured:

Description of the Accident: (How did the accident happen? What was the person doing? Please be specific; specify unsafe acts and unsafe conditions existing)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Immediate Actions Taken:

First Aid Administered? _____ Yes  _____ No

If yes, given by _____________________________________

Describe treatment given ___________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Paramedics Called?  _____ Yes  _____ No

If yes, paramedics called by ___________________________________________

Person Refused treatment? _____ Yes _____ No

If yes, signature of injured person _________________________________

In case of a minor, was a parent or guardian notified? _____ Yes  _____ No

Name of person notified ___________________________

Name of person who called _____________________________

Was biohazard cleanup necessary? _____ Yes  _____ No

Accident Witness #1 __________________________________   Phone ____________________

Accident Witness #2 __________________________________   Phone ____________________

Staff Person Filing Report _____________________________________

Job Function _____________________

1st Responder (if different) ____________________________________

Job Function _____________________

Signature of Manager on Duty _______________________________________  Date __________

When report is complete, please inform Head Manager and contact Esser Hayes Insurance with accident information (630) 355-2077

POOL OPENING DUTIES:

· Check pH of water.

· Turn on water for wading pool

· Put out all umbrellas in eating area, deck area, and tennis area.

· Check pool temperature.

· Check locker rooms for cleanliness, ensure there is toilet paper and paper towels.

· Empty all garbage cans in pool, surrounding pond area, and tennis courts.

· Update billboard sign for any events that are happening today.

· Check deck and grounds for any vandalism and make note of damage.

· Check concessions and coke machine to make sure no supplies need to be ordered.

· Straighten chairs and put out lost and found items.
TENNIS DUTIES: 

· Ensure the courts are free of any debris (twigs, leaves, stones, papers etc.) before 8:00 AM.   
· Ensure the courts are free of any rainwater before 8:00 AM.  
· Ensure the windscreens are securely fastened.
· Check the garbage containers and empty regularly.
· Open up the umbrellas in the tables next to the courts each morning and close them at night.
· Take Court Reservations from members, either by phone or in person.
SWIM TEAM SETUP: 
· Put lane lines in pool after closing before leaving pool 
· Check if pool heater should be on based on forecast for night and next day! Put heater on if necessary.
 
Before swim meets (by 4 pm weeknights and 7 am Saturdays):
· Canopy up
· Grills under canopy
· Garbage cans checked
· Bathrooms checked
· Two west gates open and front locker room doors locked
· Benches out of locker rooms to bull pen area
· Umbrellas up
· Table and chairs moved
· Roping set up for team area
· Roping set up for pool, bull pen
· Starting system set up
· Concessions area set up
· Extra garbage cans set up
· Lane lines in pool
· Blocks in place
HEBT POLICY PROHIBITING SEXUAL HARASSMENT
It is the policy of The Bath and Tennis Club of Huntington Estates that all employees are responsible for ensuring that the workplace is free from sexual harassment. Because of The Bath and Tennis Club of Huntington Estates’ strong disapproval of offensive or inappropriate sexual behavior at work, all employees must avoid any action or conduct which could be viewed as sexual harassment.
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexually harassing nature, when: (1) submission to the harassment is made either explicitly or implicitly a term or condition of employment; (2) submission to or rejection of the harassment is used as the basis for employment decisions affecting the individual; or (3) the harassment has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.
Any employee who has a complaint of sexual harassment at work by anyone, including supervisors, co-workers or visitors, should first clearly inform the harasser that his/her behavior is offensive or unwelcome and request that the behavior stop. If the behavior continues, the employee must immediately bring the matter to the attention of his/her supervisor. If the immediate supervisor is involved in the harassing activity, the violation should be reported to that supervisor’s immediate supervisor, who can be reached at 630-400-2997. 
If a supervisor or personnel officer knows of an incident of sexual harassment, they shall take appropriate remedial action immediately. If the alleged harassment involves any types of threats of physical harm to the victim, the alleged harasser may be suspended with pay. During such suspension, an investigation will be conducted by The Bath and Tennis Club of Huntington Estates Board of Directors.  If the investigation supports charges of sexual harassment, disciplinary action against the alleged harasser will take place and may include termination. If the investigation reveals that the charges were brought falsely and with malicious intent, the charging party may be subject to disciplinary action, including termination.

I, as an employee of by The Bath and Tennis Club of Huntington Estates will treat sexual harassment as any other form of misconduct.  
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WHISTLE CALLS


ONE SHORT BLAST TO GET A SWIMMERS ATTENTION


TWO SHORT BLASTS TO GET THE ATTENTION OF ANOTHER GUARD OR THE OFFICE


THREE SHORT BLASTS MEANS EMERGENCY, RESCUE, INJURY, A SITUATION THAT REQUIRES IMMEDIATE ATTENTION


WHILE ON DUTY-SIT UP STRAIGHT, DON’T TWIRL WHISTLE, BE FIRM, FORCEFUL, AND FRIENDLY


KEEP YOUR EYE ON THE WATER!





























ONE PERSON ON BOARD AT A TIME KEEP SWIMMERS OFF ROPES





CHILDREN WITH SWIM AIDS MUST BE ACCOMPANIED BY AN ADULT





BABY POOL-CHILDREN UNDER 5 ONLY


ADULT SUPERVISION REQUIRED

















EATING AREA - NO FOOD OR DRINK OUTSIDE THIS AREA.





KEEP FENCE CLOSED





NO RUNNING, EATING, DRINKING, ON DECK.





WHILE IN OFFICE:


CHECK BATHROOMS-SELL CONCESSIONS-ANSWER PHONE-ADMINISTER FIRST AID








