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WELCOME

On behalf of the City of Fennimore, we would like to take this opportunity to welcome you. We
are pleased that you have joined us and look forward to working with you.

Our management philosophy is one of respect for the abilities, contributions, and rights of the
individual employee. We strive to create an atmosphere where ideas and opinions are openly
expressed.

We hope you will find satisfaction in your work and enjoy being a part of a progressive team-
oriented organization. We’re delighted you have joined our team.

As an employee of the Fennimore Community Pool, you are a front-line representative for the
City of Fennimore; remember that you are a public servant working for the citizens of
Fennimore. Please use diplomacy, fairness, and consistency when dealing with patrons.
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EMPLOYMENT

1. Equal Employment Opportunity

We are an equal employment opportunity employer and do not discriminate based on race,
creed, color, religion, sex, national origin, disability, age, familial status, political affiliations,
citizenship, sexual orientation, military or veteran status, or any other classification protected
by federal, state or local law. This policy applies to all aspects of employment and application
for employment with the City of Fennimore.

2. Harassment/Discrimination

It is our policy to provide a work environment free of all forms of harassment and
discrimination. Harassment, based on sex or other protected characteristics is a violation of
both state and federal law. Unwelcome advances, requests for favors and all other unwelcome
verbal, non-verbal or physical conduct may constitute harassment when such conduct creates
an intimidating, hostile or offensive working environment. The working environment is defined
to include terms and conditions of employment, as well as employment decisions. Violation of
this policy are strictly prohibited.

An employee who believes that he or she has been the victim of or witness to harassment or
discrimination by another employee, patron, visitor, or other person in the workplace, should
immediately inform his or her supervisor. If the immediate supervisor is unavailable or the
employee prefers, the employee should inform another supervisor or the Director of Public
Works. It is the supervisor’s duty to listen to such complaints and to refer them to the
appropriate authority. The employee may be asked to provide a brief, written statement to
serve as a basis for investigation of the complaint.

After notification, the complaint will be carefully investigated. Every attempt will be made to
keep the complaint confidential; however, those who may have knowledge of either the
incident in question or similar problems may be contacted as the situation warrants. After an
investigation, has been completed, a determination will be made by appropriate management
regarding resolution of the case. If warranted, corrective action may be taken, up to and
including termination.

Any employee bringing a harassment or discrimination complaint or assisting in the
investigation of such a complaint will not be adversely affected in terms and conditions of
employment, nor discriminated against because of the complaint. Retaliatory action of any kind
against an individual who has made a report of harassment is strictly prohibited any may be
subject to disciplinary action, up to and including termination.
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EMPLOYMENT (CONTINUED)

3. Work Schedule

Work schedules are posted on a weekly basis. Time off requests are due a minimum of one (1)
week prior to the requested time off. Employees requesting a change to a posted schedule
must submit the change request to their supervisor. Employees are responsible for arranging
replacements for any requested changes to the posted schedule. The request is reviewed and
subject to approval of the Pool Manager. If an employee agrees to take a shift from another
employee, that shift then becomes the responsibility of the employee accepting the shift. An
employee and the proposed replacement will be notified if the request is denied.

4. Absenteeism/Tardiness

All employees are expected to be at the pool complex ready to work at their scheduled time,
return from any break period as scheduled, and work their full scheduled hours. Tardiness and
absence from scheduled work time has a bearing on employee records and can disrupt our
ability to serve the public. Employees who will be absent or tardy from a scheduled shift for any
reason, must call the shift manager at the earliest possible opportunity and at least thirty (30)
minutes prior to their scheduled start time.

5. Pay Period

The pay period is on a bi-weekly schedule consistent with that of other City employees.

6. Gifts, Rewards or Gratuities

No employee shall solicit, receive or agree to receive any compensation, gift, reward, gratuity
or anything of value from any source except the City of Fennimore for any matter or proceeding
connected with or related to the duties of the employee, unless otherwise provided by law.
Compensation, gifts, rewards or gratuities that cannot practically be returned shall immediately
be turned over by the employee to his/her immediate supervisor for forwarding to the City
Clerk’s office through supervisory channels. All such compensation, gifts, awards or gratuities
shall be considered City funds or City property.

For this purpose, anything of value is considered anything which influences or gives the
appearance of influencing the manner employees perform their work, make decisions or
otherwise carry out job duties, for example a gift, favor, service or promise of future
employment.
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7. Confidential Information

Employees shall not disclose confidential information gained through their official position,
except as authorized or required by law, nor shall they otherwise use such information for their
personal gain or benefit.

8. Use of City Property for Private Purposes

Employees of the City shall not use City property or equipment for their private use or for any
other use than that which serves the public interest. The City stresses that employees use
common sense and honesty in ensuring that City property, facilities and equipment are not
used for personal gain or advantage. With prior approval, the after-hours use of City facilities
for public meetings may be appropriate.

NOTE: Not every work rule is specifically detailed in this manual; for other work rules, please
refer to the City of Fennimore Personnel Practices Manual.
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RESPONSIBILITIES

1. Overall

The responsibilities of a lifeguard are wide ranging depending on the assignment they have
received. The basic responsibility of a lifeguard is to provide for the safety of swimmers. A
lifeguard is a professional rescuer and must conduct himself or herself in that manner. Personal
characteristics of a professional lifeguard include reliability, maturity, courtesy, consistency,
being healthy and fit and having a positive attitude. You are expected to come to work rested
and with a positive attitude. You are not permitted in the pool at any time that another
lifeguard is not present. You must also remember that a large portion of our patron load are
children, you must only play music that is appropriate for this age group, i.e. no music with any
obscene wording or messages. You must also play the appropriate music at an appropriate
volume. The following are the responsibilities of a lifeguard with different assignments.

2. On-Duty

An on-duty lifeguard must provide for the safety of all swimmers in his/her area of
responsibility (specified on staffing plans). While scanning, you should keep in mind the
following; limit your scanning to your defined area, use both peripheral and frontal vision to
locate victims or possible victims, scan back and forth, as well as up and down, from one point
to another and remember that your area includes the deck area as well as the pool. Always
scan from bottom to top. The basic responsibilities of a lifeguard include ensuring all zones are
covered always, giving first aid and CPR when needed, and calling EMS when needed. You must
have your rescue tube strap on the tube in the proper position. Visiting with other guards,
swimmers, or friends while on duty is strictly prohibited.

3. Cleaning

To ensure a safe environment for swimmers, the pool and pool area, along with the bath house
must be kept clean and uncluttered. This is the responsibility of all lifeguards. When assigned
to cleaning duty, you will be expected to do a wide variety of tasks, which will be defined at the
beginning of the summer. You will also be expected to do any other tasks as assigned by the
Pool Manager.



7

4. Teaching

If you are assigned to teach or assist in teaching you must provide a safe environment and
teach to the best of your abilities. You must keep on schedule and make sure your classes
begin and end at the specified time. Remember that children need someone in the water for
them to feel safe, and to assure learning, they first need to feel safe and comfortable in the
water. Keep in mind that for children to learn they need to be shown how to do whatever
you’re teaching them. Either the instructor or assistant must always be in the water. One of the
most important things to do while teaching is to give positive reinforcement to the students.

5. Lifeguard Attire

All lifeguards on duty shall wear clothing that is conspicuously marked “Lifeguard” or “Guard”, a
rescue tube with a harness as instructed in national certification courses, and a whistle.

6. Chemical Usage

It is your responsibility that the chemicals of the pool remain stable. The P.H. and chlorine
must be tested three times a day; morning, afternoon, and evening. For Free Chlorine, the level
should be between 2 and 4 ppm and P.H. needs to be between 7.4 and 7.6. You will be shown
the proper way to get the chemicals to the level that they need to be.

7. First Aid Equipment and Incident Reports

The first aid equipment is in the guard room. It is the responsibility of the Pool Manager to
stock equipment. Each guard will also have a personal first aid kit while on duty. When supplies
are used from these kits, notify the Pool Manager. Incident and accident reports are also
located in the bath house. An accident report applies to any injuries that require medical
attention or may result in medical care later. Always fill one out just to be safe. An incident
report would include a rescue, expelling someone from the pool, problems with patrons, other
staff, etc. Remember to get as many people to sign the reports as saw the incident or accident.
Do not include opinions on the reports, only facts. The report should then be given to the Pool
Manager. In the circumstance a 911 call is warranted, the DATCP Incident Report must be filled
out and sent to DATCP.

8. Rotation

The order of rotation is shown on pages 12-14. When switching, you must always have a rescue
tube and personal first aid kit with you, even when you’re walking from one station to another.
When switching, one guard must always be in the act of surveillance.
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9. Meetings

To improve upon our service, meetings may be required by the Pool Manager. Agendas for
these meeting will include rescue skills, teaching lessons, CPR/First Aid skills, how to deal with
patrons as well as many other topics. While attending meetings, all employees will be in paid
status. Attendance at these meetings is mandatory unless otherwise pre-approved by the Pool
Manager. You are also expected to swim at least one half hour per week during LAP SWIM
hours, this time will also be paid, up to one-half hour per week.

10. Emergency Action Plan (EAP)

The first step to preventing accidents from occurring and reacting quickly to emergencies when
they do occur is to have a clear communication system among all lifeguards. 1) When rotating
it is important to let the guard taking over your position know anything or anyone to watch
over more closely, 2) One long whistle blow signifies either to clear the pool or the end of
break, 3) One short blast is used to get the attention of a patron, and 4) Two long blasts will
signify that a lifeguard is going to enter the water to assist someone, that the lifeguard requires
some type of assistance and will be used to activate the Emergency Action Plan.

Remember that there are certain duties each guard has in an emergency.
1. It is the primary rescuer’s responsibility to safely activate the EAP and perform the

appropriate rescue.
2. The closest guard to the rescue is the secondary rescuer.
3. It is the duty and responsibility of the inside guard to call EMS and meet them, if necessary

and to get any first aid supplies that are needed.
4. All other guards need to control the crowd and assist in any way possible. It is also the

responsibility of these guards to perform back-up coverage or to clear the pool, depending
on the severity of the accident or incident.

CHAIN OF COMMAND

The Department of Public Works is responsible for the general operations of the pool. The Pool
Manager is responsible for daily operations, working closely with the Director of Public Works,
when needed. Immediate questions or concerns from patrons and lifeguards should be posed
to the Pool Manager. If the Pool Manager is unable to answer the question or resolve the
problem, the Director of Public Works should be contacted by the Pool Manager within a
reasonable amount of time for assistance. In the absence of the Pool Manager, the Assistant
Pool Manager is the acting Pool Manager. Scheduling will be such that either the Pool Manager
or Assistant Pool Manager, or both, are on duty.
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UNRULY PATRONS

You have been entrusted with the authority of the pool. At the Fennimore Community Pool, we
use a Q-1-2 approach when dealing with patrons who are breaking the rules. First, we question
whether the activity the individual is engaging in is infringing upon a rule. Second, we ask the
individual to stop the activity and give them a warning. The final step in the Q-1-2 approach is a
time-out; depending on the severity of the action, the patron shall either sit out for a period
determined by the lifeguard, or if more severe be told to leave the pool. The guard must fill out
an incident report after expelling someone.

Be pleasant but firm; be respectful of all participants. Never make a “threat” or issue a warning
that you can’t/don’t enforce. Remember it’s easier to start out “tough” and then ease off a bit
than it is to try to become tough once things get out of hand. However, if things do get out of
hand and you are not able to control a particular patron you have the right and responsibility to
notify the authorities for assistance.

You must remember that you are a role model for the children at the pool and are expected to
act in a professional manner. Under all circumstances, you must follow all the rules; if you
don’t, you will lose the respect of the public and be unable to run a safe pool.

POOL and WORK HOURS

During the swimming season, the pool will be open to the public for the following hours:

Sunday 1:00pm – 8:00pm
Monday 1:00pm – 8:00pm
Tuesday 1:00pm – 8:00pm
Wednesday 1:00pm – 8:00pm
Thursday 1:00pm – 8:00pm
Friday 1:00pm – 8:00pm
Saturday 1:00pm – 8:00pm

Shifts will begin fifteen (15) minutes prior to the scheduled work start and end fifteen (15)
minutes after the scheduled work termination, unless prior approval is granted by the Pool
Manager. (Example: if scheduled from 1:00pm-4:00pm; you are required to be on site preparing
for the shift at 12:45pm and off the clock at 4:15pm, with any clean up or paperwork
completed.)
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POOL CLOSURES

All measures will be taken to ensure the pool will be open during scheduled pool hours. The
Fennimore Community Pool is a public swimming pool and is subject to the mandates set forth
in Chapter ATCP 76, Wisconsin Administrative Code. The pool will be closed at least
temporarily, if any of the following conditions exist.

1. The water temperature falls below 65º F.
2. The presence of a hazardous substance or object in the pool or the existence of any

condition creating an immediate danger to health or safety, including fecal accident
events. (see fecal accident response in this handbook)

3. Failure to comply with the water quality requirements in s. ATCP 76.16.
4. Failure to comply with the disinfectant residual levels established in s. ATCP 76.14,

or pH values that are less than 6.8 or equal to or greater than 8.0.
5. Failure to comply with the number of lifeguards or attendants required in s. ATCP

76.23. (see staffing requirements in this handbook)
6. Absence or non-availability of a responsible supervisor. NOTE: For this instance,

availability via phone is acceptable.
7. The patron count falls to zero at 5:00pm, 6:00pm, or 7:00pm.

FECAL ACCIDENT RESPONSE

Pursuant to s. ATCP 76.31, Wisconsin Administrative Code: In responding to a fecal accident,
the operator shall consider guidelines for fecal accidents in pools used for swimming published
by the federal center for disease control and prevention. In the event of such an incident, a
DATCP Fecal Accident Report must be filled out and sent to DATCP.

NOTE: Centers for Disease Control guidelines for responding to fecal accidents and blood and
vomit spills may be viewed at: http://www.cdc.gov/healthyswimming/fecalacc.htm.

STAFFING

The Fennimore Community Pool is a total of 5832.5 square feet, the maximum patron load is
considered 336. The minimum required number of lifeguards is as follows:

Actual Patron Load Minimum Lifeguards
1-136 3
137-236 4
237-336 5

An additional lifeguard is required to serve the diving board area.
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The typical staffing arrangement will be set to handle up to 136 patrons. This requires three (3)
lifeguards and an additional guard for the diving boards. An additional guard will be assisting in
the concession area, allowing that guard a break. The Pool Manager or Assistant Pool Manager
will typically tend to the concession area but may be required to take a turn in the guard
rotation as needed. For the guard rotation, see pages 12-14. Rotations will take place at
intervals not to exceed 20 minutes.

Breaks that require pool patrons to exit the swimming pool during normal hours will not be
taken, unless the pool is operating at less than the six on-duty employees as described above,
or if the lifeguard assisting in the concession area is required to occupy an observation position
due to the patron attendance.

For each shift, a lifeguard shall be available on an on-call basis to accommodate unexpected,
additional patron load.

For staffing purposes, “patron” is defined as a user of the pool. Spectators, not dressed in swim
attire, are not considered patrons and are not permitted to enter the pool.

In a circumstance where the patron load requires all on-duty life guards to take part in the
rotation simultaneously, a volunteer will be called in to perform the concession area duties.
Volunteers are to be contacted in the following order:

Ryan Boebel 485-2206
Volunteer 2 XXX-XXXX
Volunteer 3 XXX-XXXX

PROTOCOL FOR UNDER-STAFFING

To keep closures to a minimum, the following protocol shall be followed, in order, in the event
of a shortage in required lifeguards.

1. Notify on-call lifeguard to report to work.
2. Contact other lifeguards for availability to report to work.
3. Introduce Pool Manager/Assistant Pool Manger into guard rotation.
4. Pull on-break guard position from concession area. This action will require calling

in a volunteer to work the concession area along with instituting an “empty the
pool” all-guard break at the end of every sixth rotation.

5. Close off the deep area of the pool, including diving boards.
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PAY RATES

For employees at the Fennimore Community Pool, the following base pay rates shall apply.

Lifeguard $9.00/hour
Lifeguard w/ Water Safety Instructor certification $10.00/hour
Pool Manager $13.00/hour

Returning employees from the previous season will be recognized with a $0.50 per hour add-on to
their base pay rate above.

The Assistant Pool Manager will be recognized with a $1.00 per hour add-on.

EMPLOYEE REIMBURSEMENT

Employees are expected to pay for all required training and uniforms to perform their duties.
Employees performing at least 90% of their scheduled shifts will be fully reimbursed for any
training expenses, training materials, and up to two (2) uniforms. Receipts are required for
reimbursements.

DISCIPLINE POLICY

Any employee accumulating two (2) violations of this manual will be considered for potential
disciplinary action, up to and including termination.

PRIVATE PARTIES

Rental of the Fennimore Community Pool complex is available for private parties. Prior written
approval from the Pool Manager or the Director of Public Works is required to ensure
scheduling of the party. The minimum private party rental time is one hour, the maximum is
three hours. The cost for such rental is $100.00 per hour. If a private party is desired, the Pool
Manager must be notified a minimum of three weeks in advance of the date of the party to
ensure a minimum public notification timeframe of two weeks. The pool will be closed to the
public during private parties.

NON-SWIMMER ATTENDANCE

Individuals not wishing to swim will be allowed to enter the pool enclosure at no charge. These
individuals must be dressed in non-swimming attire and will be advised that they are not
permitted to enter the pool.
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STAFFING PLAN (1-136 PATRONS)

ADA
LIFT

3'-6"

1

1309.8218 in

735.3449 in

LIFEGUARD ROTATION (1-136 PATRONS)

1 REMAINS IN CONCESSION AREA (DOES NOT ROTATE)

BREAK (ASSIST IN CONCESSION AREA AS NEEDED)

PORTABLE LIFEGUARD CHAIR

PERMANENT LIFEGUARD CHAIR (DIVING AREA)

ROAMING (as indicated)

ROAMING (as indicated)

ORDER: 2,3,4,5,6

NORTH

portable chair

permanent chair

first aid
station
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STAFFING PLAN (137-236 PATRONS)

ADA
LIFT

3'-6"

1

614.7193 in

735.3449 in

LIFEGUARD ROTATION (137-236 PATRONS)

1 REMAINS IN CONCESSION AREA (DOES NOT ROTATE)

PORTABLE LIFEGUARD CHAIR

PERMANENT LIFEGUARD CHAIR (DIVING AREA)

ROAMING (as indicated)

ROAMING (as indicated)

ORDER: 2,3,4,5,6

611.1816 in

ROAMING (as indicated)

NORTH

portable chair

permanent chair

first aid
station
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STAFFING PLAN (237-336 PATRONS)

ADA
LIFT

3'-6"

1

614.7193 in

735.3449 in

LIFEGUARD ROTATION (237-336 PATRONS)

1 REMAINS IN CONCESSION AREA (DOES NOT ROTATE)

PORTABLE LIFEGUARD CHAIR

PERMANENT LIFEGUARD CHAIR (DIVING AREA)

ROAMING (as indicated)

ROAMING (as indicated)

ORDER: 2,3,4,5,6,7

611.1816 in

ROAMING (as indicated)

NORTH

portable chair

permanent chair

first aid
station

ROAMING (as indicated)

485.7210 in
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POOL RULES

The following rules will be enforced at the Fennimore Community Pool. Rules are not intended
to prohibit patrons from having fun but, to help ensure that everyone at the complex can
remain safe. Any questions regarding the pool rules should be directed to the Pool Manager.
The City reserves the right to modify the pool rules upon a one-week notification by signage at
the pool.

Pool Toys:
Soft balls, diving rings, and diving sticks will be allowed provided their use does
not interfere with other patrons. Other toys may be permitted near the zero-
depth entry upon approval of the Pool Manager but must be kept within arm’s
reach of the user. Pool toys may be allowed during private parties or swim
lessons. The allowance of toys may be prohibited based on the number of
patrons. Toys will not be provided by pool staff and are the responsibility of their
owners.

Examples of prohibited toys include: squirt guns, fins, kickboards, footballs,
basketballs, hard balls of any kind, and blow-up floatation devices. If a question
arises about the use of a toy, consult with the Pool Manager.

Behavior:
Examples of unacceptable behavior are: throwing people, riding on the back or
shoulders of another minor patron, pushing another patron’s head underwater,
splashing other patrons, spitting water, pushing other patrons, throwing toys in
the diving area, running, bringing weapons of any kind, jumping backwards into
the pool, diving from area designated by “no diving” signage, sitting on ropes,
climbing on lifeguard stands, jumping onto any object from the diving board,
treading water in front of diving boards, bouncing more than once on the diving
board, inappropriate use of a life preserver and flipping from the pool deck into
the water.

Food or Drink:
Only water, in plastic bottles, is allowed outside of the pavilion areas.

Diving/Deep-Water Area (greater than 7 feet in depth):
Patrons must demonstrate their swimming ability prior to being allowed to enter
the deep-water area. Any patron under the age of 18 years must swim one (1)
down-and-back lap using the front crawl and have their face in the water,
demonstrating rotary breathing. A lifeguard must witness this lap and either
approve or disapprove the acceptance of ability.
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A patron under the age of 18 years that has not demonstrating their swimming
ability may be allowed to use the diving boards or enter the deep-water area if
they are wearing a life preserver and:

1) is accompanied by an adult that is either in the deep-water area or
on the adjacent pool deck.

2) a responsible adult is standing by the diving board area to assure
proper usage of the diving board.

3) a parent may be in the water to catch their child that is jumping from
the diving board.

The general rules for diving board use are: only one person on the board at a
time, only one person on the ladder at a time, ensure the diving area is clear
prior to diving or jumping into the water, dive or jump straight out from the
diving board, swim immediately to the closest ladder.

General Health and Safety:
Swim diapers are required for children 2 years of age or younger, or if they are
not potty-trained.
Shoulder-length or longer hair is required to be contained with a hair tie or cap.
Clean, proper swim attire must be worn. Swim shoes are not allowed.
Jewelry may be worn at the user’s own risk.
Remove all bandages and hairpins prior to entering the pool.
Children under the age of nine (9) must be accompanied by someone at least 12
years of age.
An adult must supervise children 6 years of age and under and remain within
arm’s reach.

Department of Agriculture, Trade, and Consumer Protection Rules:
Do not enter the pool if you have a communicable disease or an open cut.
Do not bring food, drink, gum or tobacco into the pool.
Shower before entering the pool and after use of toilet facilities.
Do not run or engage in rough play in the pool area.
Do not bring animals into the pool area.
Diaper changing on the pool deck is prohibited.
Glass and shatterable items are prohibited in the pool area.
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EMPLOYEE NAME: ______________________________________________

Employee Acknowledgement

Employee Handbook Violations

1st Offense:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Lifeguard Signature Date Signed

Pool Manager Signature Date Signed

2nd Offense:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Lifeguard Signature Date Signed

Pool Manager Signature Date Signed

I, ______________________________, have read the Fennimore Community Pool
Lifeguard Manual and Pool Rules. I fully understand the rules, responsibilities and
regulations of the position that I have been employed for with the City of
Fennimore.

________________________________ _ ___________________
Signature Date


