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This binder contains the following sections:  

 

Operating Procedures 

Emergency Procedures 

 Manual & Handbooks 

Labor Law Documents 

Safety Data Sheets 

Forms 

 

 

 
  



 

 

Operating 
Procedures 

 

This section contains procedural outlines for:  

Management Contact 

Pool/Facility Rules & Policies 

Resident Check-In 

Opening Procedures 

Disinfection Procedures 

Chemical Records 

Daily Procedures 

Patron Counts 

Closing Procedures 

Time Clock 

Shift Reports 

Needed Supplies 

Weather Procedures 

Uniform Ordering 

Bio-Hazard Contamination 
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Management Contact Procedures 

There are several ways to contact SafeGuard Management or Supervisors. 

 
 

 

Communication Apps 

 

Slack - All SGA Team Members are a part of our Slack Workspace.  

  To join our Slack Workspace, scan this QR Code: 

 

 Hangouts - The Google Hangouts app on the tablet can be used to contact any manager or 

supervisor by their email address. 

 

Digiquatics - All SGA Team Members are assigned a Digiquatics account. This account is used for all 

daily operations, form submissions, and clocking in/out. Login at 

www.digiquatics.com/login 

 

Email / Phone / Text 

Managers and supervisor are also available by email, phone call, or text message. Contact information is listed 

below. This information is for staff use only and should NOT be given out to pool patrons under any 

circumstances. 

 

Brody McKinley 
Director of Operations 
brody@safeguardaquatics.com 
512-961-6651 

 
Steve Hurt 

Aquatics Supervisor 
steven@safeguardaquatics.com 
307-267-8779 
 

TBD 

Assistant Aquatics Supervisor 
XXXX@safeguardaquatics.com 
XXX-XXX-XXXX 

Trevor VanOsselaer 
Administrative Director 
admin@safeguardaquatics.com 
512-771-9071 

 
 
 
 

 

SafeGuard Aquatics 
General Information 
info@safeguardaquatics.com 
512-660-7421 
www.safeguardaquatics.com 

 

http://www.digiquatics.com/login
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Pool Rules 
The gate monitor staff is responsible for enforcing the following rules and 

policies. Gate monitors are NOT responsible for enforcing any safety rules below. 
 
1. Persons under the age of 14 must not be in the pool without adult supervision. 

2. Gates must remain closed at all times. Propping open the gate is prohibited. 

3. Pets are prohibited from being inside the pool and facility. Service animals are 

permitted inside the facility, but not in the pool. 

4. Do not swim if you have been ill with diarrhea within the past two weeks. 

5. Changing diapers within 6 feet of the pool is prohibited. 

6. Glass items not allowed in the facility. 

7. Extended breath holding activities are dangerous and prohibited. 

8. Smoking, vaping, and all tobacco products are prohibited. 

9. Alcohol is prohibited. 

10. No bicycles, skateboard, or other similar apparatus may be allowed within the facility. 

11.  No eating or drinking while in the pool or within 6 feet of the pool. 

12.  No running or horseplay – including, but not limited to, diving, somersaults, back dives, cannonballs or 

similar diving. Other physical activities may be allowed or prohibited to the discretion of the Gate Monitor. 

13.  Proper swimwear is required at all times. No thongs or cut-off shorts. 

 

Pool Use Policies 

• The pool is open to residents and their guests. Maximum capacity is 150. 

• A resident household must accompany guests at all times. Guests are limited to no more 

than 5 per family.  

• All persons attending must fill out a COVID-19 Waiver prior to each and every entry.  

• Every adult must fill out their own waiver. Persons/children under 18 years of age must be 

added to an adult’s waiver.  

• Entry will not be permitted without a signed waiver listing all attendees. 

• Residents may not enter the facility if they are sick or experiencing symptoms of COVID-19. 

• Residents must follow social distance guidelines while waiting to be checked in. 

• Residents should observe social distancing by keeping at least a 6-foot distance from those 

not residing in the same household. 

• For everyone’s safety, we ask Residents to wear facial coverings when not in the water. 

• In the event of severe weather, contamination, or mechanical issues, the pool may be 

closed.  
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Resident Check-In Procedures 

These procedures are performed while checking-in each patron 

 
1. Direct patrons to line up at designated social distance markers. 

2. Ask the patron for their name. 

3. Ensure the number of patrons in the group will not cause the facility to exceed the 

maximum number of patrons (Max Capacity – 150). 

 

 

Check-In Waivers 

4. Open the Check-In Waivers Spreadsheet. 

5. Verify that all adults have submitted the Waiver. All persons under 18 years of age 

must be on an adult’s waiver. 

a. Search for the name by clicking the     symbol in the top right of the screen, select 

“Find and replace”, type the name and use the arrows to search through the 

spreadsheet. 

b. If no waiver is found, instruct the patron to fill out the online waiver by visiting 

www.safeguardaquatics.com/FC3waiver or they can scan the QR Code on the 

Waiver sign. 

6. Click the checkbox next to each applicable waiver. 

a. If you check a box by mistake, you can uncheck the box but you must also delete 

the date that appeared in column B next to the checkbox. 

7. Allow the patrons to enter the facility. 

8. Using the counter, count each patron who enters the facility 

9. Instruct the next group to approach the check-in desk and repeat above procedures. 

  

http://www.safeguardaquatics.com/FC3waiver
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Opening Procedures 

The following opening procedures must be performed by the opening shift. 

 

1. From your Digiquatics account, click on the 

for your facility. 

2. The entire opening shift is responsible for completing the 

checklist and all tasks listed. Every team member can access 

the for your shift and mark items 

that they have completed. 

3. Click “SAVE” at the bottom of the screen after marking the 

items you have completed. 

4. A completed must be submitted every day. 

 

For a reminder on how to submit this checklist, visit www.safeguardaquatics.com/staff 

 

 

Disinfection Procedures 

These procedures are performed at open, throughout the day, and at close. 
 

1. Disinfect Check-In Area following the listed protocols. 

2. Disinfect Pool Areas following the listed protocols. 

a. Only disinfect pool areas that are not currently occupied by patrons. Keep 

disinfectant spray away from pool patrons. 

3. Disinfect Restrooms. 

a. Close the restroom during disinfection. 

b. Only disinfect areas that are not currently occupied by residents (for example, if 

the restroom is in use, skip that restroom until it is unoccupied). 

c. Keep the restroom closed for 10 minutes after disinfection. 

4. Submit the  from your Digiquatics account on the tablet or 

your phone.  

 

For a reminder on how to submit this form, visit www.safeguardaquatics.com/staff 

http://www.safeguardaquatics.com/staff
http://www.safeguardaquatics.com/staff
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Chemical Records 

Chemical Records are submitted hourly and at the open and close of the pool. 
 

1. Conduct a chemical check of each body of water, recording Cl and pH levels. 

2. Add the  from your Digiquatics account. Make sure you select 

the correct location at the top of the form. 

3.  Click “SAVE” at the bottom of the screen after entering the Cl and pH readings. 

 

Chlorine Check (Cl) 
The Cl is measured by parts per million (ppm).  To test the Cl level in the pool, use the following procedure: 

1. Rinse and fill the small comparator tube to the 9mL mark with pool water.  Water must be retrieved from 

at least elbow depth. 

2. Add 5 drops of R-0001 and 5 drops of R-0002.  Drops should be added from a directly straight up and down 

angle.  Each drop should be the same size.  Place the cap on the comparator tube and invert to mix. 

3. Match the color with the color standard.  This is the Cl level. 

4. Record this level in the hourly check report. 

5. Notify your supervisor immediately if Cl is 1.0 ppm or lower. 

 

Acid Check (pH) 

To test the pH level in the pool, use the following procedure: 

1. Rinse and fill the large comparator tube to the 44mL mark with pool water.  Water must be retrieved from 

at least elbow depth. 

2. Add 5 drops of R-0004.  Drops should be added from a directly straight up and down angle.  Each drop 

should be the same size.  Place the cap on the comparator tube and invert to mix. 

3. Match the color with the color standard.  This is the pH level. 

4. Record this level in the hourly check report. 

5. Notify your supervisor immediately if pH is 7.0 or lower OR 8.0 or higher. 

 

For a reminder on how to submit this record, visit www.safeguardaquatics.com/staff  

http://www.safeguardaquatics.com/staff
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Daily Procedures 

The following daily procedures must be performed throughout the day. 

 

1. From your Digiquatics account, click on the  for your facility. 

2. Count the number of patrons inside the facility. 

3. The entire SafeGuard team working that day is responsible for 

completing the checklist and tasks listed. Every team member can 

access the  for that day and mark the 

items that they have completed. 

4. Click “SAVE” at the bottom of the screen after marking the items 

you have completed. 

5. A completed must be submitted every day. 

 

For a reminder on how to submit this checklist, visit www.safeguardaquatics.com/staff 

 

 

Patron Counts 

Patron Counts are submitted hourly. 
 

1. Count all patrons within the facility fenced perimeter. 

2. Add the  from your Digiquatics account. Make sure you select the 

correct location at the top of the form. 

3. Click “SAVE” at the bottom of the screen after entering the patron count. 
 

For a reminder on how to submit this count, visit www.safeguardaquatics.com/staff 

  

http://www.safeguardaquatics.com/staff
http://www.safeguardaquatics.com/staff
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Closing Procedures 

The following opening procedures must be performed by the closing shift. 

 

1. From your Digiquatics account, click on the 

for your facility. 

2. The entire closing shift is responsible for completing the 

checklist and all tasks listed. Every team member can access 

the for your shift and mark items 

that they have completed. 

3. Click “SAVE” at the bottom of the screen after marking the items you have completed. 

4. A completed must be submitted every day. 

 

 

For a reminder on how to submit this checklist, visit www.safeguardaquatics.com/staff 

 

 
 

Time Clock Procedures 

Clocking in/out is completed within your Digiquatics account. 

 

1. From your Digiquatics account, click on “CLOCK IN” or “CLOCK 

OUT”. You must have location services enabled on your 

phone in order to use the time clock. 

2. Select the correct location for your shift.  

3. Select the position you are scheduled for (i.e., Lifeguard, 

Head Guard, Gate Monitor, etc.) 

4. Add any relevant Time Clock Notes.  

5. Click “CLOCK IN” or “CLOCK OUT” at the bottom of the 

screen. 

 
For a reminder on how to clock in/out, visit www.safeguardaquatics.com/staff 

  

http://www.safeguardaquatics.com/staff
http://www.safeguardaquatics.com/staff
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Shift Reports 

Shift Reports are submitted through your Digiquatics account. 

1. Shift Reports must be submitted when any event occurs or 

repair work is needed (i.e., altercation with a patron, first aid or 

rescue incident, pool closure due to lightning, leaking or 

dripping sink, pump room issues, etc.) 

2. Add the form from your Digiquatics 

account. Make sure you select the correct location at the top of 

the form. 

3. Write out the details of the event or needed repair. 

4. If an Incident Report was filled out for a rescue or first aid incident, mark “YES”. 

5. Click “SAVE” at the bottom of the screen. 

 

 

For a reminder on how to submit this report, visit www.safeguardaquatics.com/staff 

 
Needed Supplies 

Requests for supplies are submitted through your Digiquatics account. 

1. For any needed supply or item (i.e., test kit reagents, toilet 

paper, hand soap, sign-in sheets, pens, garbage bags, etc.), 

submit a form. It is good practice to 

place a request for an item as it is running low rather than 

after it has completely run out. 

2. Add the form from your Digiquatics 

account. Make sure you select the correct location at the 

top of the form. 

3. List all supplies that you need at your facility. Be as specific as possible. 

4. Click “SAVE” at the bottom of the screen. 

 

For a reminder on how to submit this form, visit www.safeguardaquatics.com/staff 

 

http://www.safeguardaquatics.com/staff
http://www.safeguardaquatics.com/staff
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Weather Procedures 

Follow the below procedures in the event of inclement weather. 

 
Lifeguard Facility 

In the event of lightning or thunder: 

1. Use an oscillating whistle blast to clear the pool.  

2. Ensure all patrons exit the pool water. 

3. Notify supervisor. 

4. Keep the water closed for 30 minutes from the last sight of lightning or 

sound of thunder. 

In the event of heavy rain (but no thunder or lightning): 

1. If you cannot clearly see the bottom of the pool, use an oscillating whistle blast to clear the pool. 

2. Ensure all patrons exit the pool water. 

3. Notify supervisor. 

4. Keep the water closed until you can clearly see the bottom of the pool. 

 

Gate Monitor Facility 

In the event of lightning or thunder: 

1. Notify the pool patrons that lightning/thunder was detected, and the pool water is no longer safe. 

2. Ensure all patrons exit the pool water. 

3. Notify supervisor. 

4. Keep the water closed for 30 minutes from the last sight of lightning or sound of thunder. 

 

Severe Weather 

In the event of extremely severe weather, notify your supervisor. Only your 

supervisor can make the determination to close a facility for the remainder of the 

day. If the supervisor indicates to you that the facility will be closed, put the “Closed 

for Weather” sign (located in the binder) up on the front gate of the facility, 

perform closing tasks and then clock out. 
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Uniform Ordering Procedures 

You can submit a uniform order form online. 

 
Uniform Ordering Instructions 

1. Fill out the online order form and inform your supervisor. 

2. If choosing payment by cash/check, a supervisor will coordinate means to collect 

payment from you. 

3. If choosing payment by credit card, ensure entered card information is accurate. Your 

card will be charged for the full amount due. 

4. If choosing payment by payroll deduction, you must also enter valid credit card 

information. The total amount due will be deducted from your next paycheck. 

5. A supervisor will deliver your ordered items, and collect payment (if applicable), at one 

of your next work shifts. 

 
 
 
 
 
 
 
 
 
 

A Uniform Order Form can be found at  
www.safeguardaquatics.com/staff 

 

 

 

  

http://www.safeguardaquatics.com/staff
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Biohazard Contamination 

Follow the below procedures in the event of contamination of pool or surface. 

 
1. Add the form from your Digiquatics account. your 

facility. 

2. Select your location and enter the details of the Biohazard and click “SAVE”. 

Decontamination Instructions 

1. Close and contain the area and the contamination. Use the signs provided in the Staff Binder. 

2. Notify supervisor. Follow supervisor instructions. If supervisor gives instructions to proceed, continue 

on to Step #3. 

3. Safely remove the contamination. Do not vacuum. 

4. Record Cl and pH readings. Complete a Biohazard Incident Log. 

5. Clean the area thoroughly as needed. Use proper safety procedures. 

6. Treat as directed below. Properly sanitize all equipment when done. 

 

Decontamination of Formed (Solid) Fecal / Blood / Vomit 

In Pool Water 

• If Cl is at 3.0ppm or above, do not add shock. 

• If Cl is below 3.0ppm, treat with shock to raise Cl level to 3.0ppm. 

• Pool will be closed for 1 hour from the time of treatment. 

 

On Surface / Deck 

• Treat area with 1:5 Bleach:Water solution. 

• Area will be closed for 30 minutes from time of treatment. 

 

Decontamination of Loose (Liquid) Fecal 

In Pool Water 

• Treat with shock to raise Cl level to 20.0ppm. 

• Pool will be closed for 24 hours from the time of treatment or until Cl levels are reduced to acceptable 

and safe levels. 

 

On Surface / Deck 

• Treat area with 1:5 Bleach:Water solution. 

• Area will be closed for 1 hour from time of treatment. 

 



 

 

 

Emergency 
Procedures 

 

This section contains information and Emergency 
Action Plans (EAPs) for the following:  

 
General Emergencies 

Sample Incident Report 
Victim Response Flow Chart 

Distressed Swimmer 
Active Drowning Victim 

Passive Drowning Victim 
Spinal Injury 
Major Injury 
Minor Injury 

Severe Weather 
Power Failure 

Fire 
Flood 

Bomb Threat 
Missing Person 

Fights 
Active Shooter 
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General Emergency Procedures 

Follow the below procedures in the event of any emergency 

 
 

 

 

 

 

 

Gate Monitor Locations 
1. Dial 9-1-1 in the event of any emergency 

2. Give the dispatcher the address of your location and let them know that it is an aquatics facility 

3. Make note of the time the call was placed and the time that First Responders arrive 

4. Notify your supervisor/manager 

5. Fill out an incident report (complete legibly and in full) 

 

Lifeguard Locations 
1. Activate the EAP 

2. Follow the steps outlined in this section for the indicated emergency situation 

3. Dial 9-1-1 

4. Give the dispatcher the address of your location and let them know that it is an aquatics facility 

5. Make note of the time the call was placed and the time that First Responders arrive 

6. Provide all needed care 

7. Notify your supervisor/manager 

8. Fill out an incident report (complete legibly and in full) 
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Manuals, 
Handbooks, 

& 

Labor Law 
Documents 

 
 

 

 

 

 

 

Employee Manual, Lifeguard Handbook & Gate Monitor Handbook 
can be found online at: 

 
www.safeguardaquatics.com/staff 

 

 
 

 

 

http://www.safeguardaquatics.com/staff


 

 
Safety Data Sheets 

(SDS) 
This section contains the following SDS: 

 

Wysiwash 

Effersan 

Pink Sanitizer 

Pine Plus 

Husky 824 

Calcium Hypochlorite 

Sodium Hypochlorite 

Sodium Bicarbonate 

Calcium Chloride 

Cyanuric Acid 

Sulfuric Acid 

Trichloro-S-Triazine 
 

  



 

 

Forms 

 
These forms are for staff use.  

Any time one of these forms is used, a 
supervisor/manager must be notified.  

This section contains the following forms: 

 

Incident Report 

Employee Demerit Form 
 


