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Non-Disclosure Form 
Lifeguards cannot disclose any confidential information pertaining to Cooksey’s 
Lifeguard and Swim Academy. This includes both customer and corporate information 
and planning. No lifeguards are to give away any information to unauthorized parties 
during or after their employment with our business. Lifeguards are not allowed, in any 
circumstance, to perform the same services off of Cooksey Swim’s payroll. Any person 
that fails to comply will be subject to legal actions Cooksey’s Lifeguard and Swim 
Academy.       

Taxes 
All lifeguards must fill out a W-9 form. At the beginning of each year, the lifeguard 
takes full responsibility for their individual taxes—both wages earned and money 
owed. As a 10-99 worker, money will not be taken out of each paycheck.  

Conflict of Interest  
A conflict of interest exists when a Cooksey’s Lifeguard and Swim Academy lifeguard’s 
direct or indirect personal interests are inconsistent with or interfere in any way with 
the best interests of CLSA. 
 
This includes any situation in which a CLSA lifeguard acts against CLSA and what it 
stands for, whatever the reason. 
 
Through this policy, CLSA intends to implement the highest possible ethical standards 
and to establish that the business will not tolerate conflicts of interest. The Board will 
administer this policy strictly, with complete transparency. 
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Cell Phone/Electronic Usage Policy 
While on the pool deck (whether on or off the clock) cell phones and/or other 
electronic devices are not allowed. You must use your cellphone/electronic device 
away from the pool area. Designated areas include parking lots, storage rooms 
designated for lifeguard usage, and/or lifeguard offices. If electronics are used on 
pool decks lifeguard will be written up, and a repeated offense is subject to 
immediate termination.  

Social Media  
No type of social media will be used on a facility in which a lifeguard works, whether 
on or off the clock. Pictures, videos, etc. will not be posted on any social media site 
unless permitted by a manager. Lifeguards in their uniforms posting pictures will also 
be subject to write up or suspension (whether on a facility or not). Absolutely NO 
photos of children will be posted without written and signed consent from parent.   

Vacation/Time Off Requests 
Time off or vacation requests 5 days or over must be requested at least one week in 
advance. Vacations over 5 days must be requested one month before. Requests for 
time off are done on When I Work. The app will not allow lifeguards to put in time 
past the above restrictions. Management will approve or deny your request within 48 
hours.   
 
A REQUESTED TIME OFF IS NOT GUARANTEED APPROVAL. MANAGERS OF CLSA WILL TRY TO 
APPROVE YOUR REQUESTS. IF LIFEGUARDS REQUEST IS NOT APPROVED, AND HAVE SHIFTS 
THAT THE LIFEGUARD DOES NOT SHOW UP TO, IT IS A NO CALL NO SHOW AND THEY WILL BE 
TERMINATED IF THEY DO NOT FIND A COVER.  
There are weekends/holidays that are black out days; all lifeguards must work on 
these days. They include: 

• Saturdays in May and June 
• June 1st-16th 
• Saturdays and Sundays in July 

• July 4th  
• Saturdays and Sundays in August 
• Labor Day 

Clocking In/Out 
Lifeguards must clock into and out of their shifts through the When I work App for 
every shift. Lifeguards are able to clock in within five minutes of their scheduled shift 
and five minutes after their shift ends. If a lifeguard stays late due to an emergency 
or another lifeguard being late they must give notice to one of their managers. If no 
notice is given managers will assume lifeguard forgot to clock out of their shift. If the 
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application shows that the lifeguard was not at their designated place when clocked 
in they will be terminated. If this application is not used accurately and effectively 
lifeguard will be written up and may be terminated or suspended.  

Switching Shifts 
If a lifeguard would like to switch and/or give up a shift they must go through the 
process on the When I Work application. Management AND the lifeguard accepting the 
shift must both approve the shift. If a shift is not taken it is the originally scheduled 
lifeguard that is held responsible for the shift. If a lifeguard takes a shift and then 
cannot make it due to any reason, the newly scheduled lifeguard will be written up as 
if they were originally scheduled.  
 
SHIFT MAY ONLY BE SWITCHED WITHIN THE SAME PAY GRADE. (i.e. a manager may not 
take the shift of a lifeguard I without direct consent from manager)   

Meal Benefit Program 
HILLCREST: Lifeguard is only approved to use meal benefits (in facilities that provide 
lifeguards free meals) ONLY if they work more than 5 hours at the facility on that day. 
*No matter how long the lifeguard works they are only eligible for one meal per day. 
Food must not be brought out of the cafeteria at Hillcrest. Misuse of these privileges 
will result in termination or suspension.  
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On Tower (On the Clock) Regulations and Procedures 
• While a lifeguard is on duty they may ONLY have water at their post 
• Lifeguard must be on tower and scanning their area no more than 5 minutes 

after shift has begun 
• No coffee, energy drinks, or food may be consumed while on the clock, we 

advise you not to drink any energy drinks before your shift, as you will be 
sitting in the hot sun 

• While an lifeguard is guarding they must be sitting for no longer than 30 
minutes, at which point they will have to crab walk while scanning for at least 
30 minutes.  

• The only place for an lifeguard to sit is on tower, they must not sit in any 
member’s/customer’s chairs.  

• Lifeguards will not graffiti, draw, or write unwanted words/phrases on any of 
CLC Inc.’s property INCLUDING folders, daily number, safety checks, incident 
reports, or equipment of any kind. Any lifeguard caught doing this will be 
charged for ruined property.  

• No personal items will be kept on tower; there are designated lockers and 
rooms to keep your personal belongings at each facility. If personal belongings 
are kept on or near the area the lifeguard will be written up 

• Lifeguards are not allowed to use member only privileges (i.e. ask the 
bartender for food/drink, use towels, etc.) 

• Lifeguards (whether on the clock or not) may not socialize on the deck or by 
the tower 



 

Cooksey’s Lifeguard and Swim 
Academy Lifeguard Handbook 

2020 
 

 

 

Loss and/or Damage of Personal Belongings 
Cooksey’s Lifeguard and Swim Academy is not responsible for any lost or damaged 
personal items brought to any facilities or private homes. This includes but is not 
limited to water damage, impact damage, or stolen items. Personal items should be 
locked up or left in the car. If you do not want to bring your phone into the facility 
lifeguard may clock in before you leave the car, as long as they are scanning by the 
time their shift begins.  

Chain of Command 
If an lifeguard has a problem with their schedule, needs help covering a shift, has any 
questions at all; they must first talk to their direct head guard. Any inquiries first 
asked to managers will be redirected.  

Anti Discrimination Policies 
Cooksey’s Lifeguard and Swim Academy does not condone discrimination in any 

way shape or form.  We accept everyone as an equal individual no matter the size, 
color, sex, religion, sexual preference, age, etc.  We are an equal rights employer 
and therefore hire based on personal communication skills and the required skill sets 
of each position open and nothing more.  All customers are accepted and treated by 
these same standards. All lifeguards must comply with ADA regulations and 
procedures at all times. We will always do our best to accommodate for a given 
disability in order to satisfy our customers in every way possible.  

By initialing the form, I understand that I cannot make any discriminatory 
remarks or actions to any customer or lifeguard whatsoever.  I have to comply with 
American Disability Act (ADA) regulations and procedures at all times. I also 
understand that if I am to breech this agreement I will be subject to suspension or 
termination. Cooksey’s Lifeguard and Swim Academy has the right to terminate me 
after only one offense has been made, and this decision lies in the hands of the direct 
supervisor, and the board.     
Wage and Hour Laws 
§ By California law, every lifeguard must make at least 15 dollars an hour.  Because 

of the intensity and responsibility of the positions offered at Cooksey’s Lifeguard 
and Swim Academy, all lifeguards will start with the hourly wage of at least 16 
dollars per hour. Hourly wages will be raised in compliance to new laws and an 
individual’s raises/promotions. 

§ All lifeguards (unless on salary) will be paid time and a half for any time worked 
over a total of 40 hours during a given week period. CLC time periods are from 
Sunday through Saturday.  
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§ All lifeguards (Unless on salary) will be paid time and a half for any time they go 
over after 8 hours clocked in on any day. 

§ All lifeguards must take a 30 min. lunch after working for 5 hours non-stop. Every 5 
hours clocked in thereafter require an extra 30 min. clocked out lunch. If waiver is 
signed then lifeguards can work through 8 full hours.  

§ All paychecks will be processed every other Friday, and will include the 2 weeks 
prior to the present week.  

Termination/Resignation Procedures 
 
In order to file for a voluntary resignation/termination you must fill out a complete 
termination sheet and have a manager sign the sheet and confirm.  After the sheet is 
filled out and verified the lifeguard will finish out their last two weeks to their full 
ability. If good work ethics and punctuality have been shown throughout employment 
managers will be happy to write recommendation letters for lifeguards.  
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Dress Code 
According to your position your attire must follow these guidelines while present in 
the facility 

Lifeguarding: CLSA shirt, blue shorts, whistle, sunglasses, hat, sandals, fanny 
pack (with band aides, multiple gloves, resuscitation mask) 
Swim lessons: CLSA shirt (can be off while in water), red shorts or red one 
piece, whistle, fanny pack (with band aides, multiple gloves, and resuscitation 
mask), proper toys for lesson (bag with noodles, dive sticks, toys, etc.) can 
wear hat or sunglasses while in water but it is not required.  
Corporate/Office (meetings, walk through, etc.): Business casual—clean, 
button up shirt, slacks or knee length skirts/dresses (no jeans or work out 
clothes unless otherwise specified) 

EVERY LIFEGUARD MUST BE READY TO WORK IN COMPLETE UNIFORM FOR EVERY SHIFT. 
*If an lifeguard is not prepared for the shift they are scheduled for they will receive a 
verbal warning first, then a written warning, and lastly suspension or termination. 

Attendance  
All lifeguards must show up to all shifts 15 min. before their scheduled 

event/lesson in order to park, get set up (apply sunscreen, use the restroom, etc.), 
and introductions. An lifeguard that arrives late one time will have vocal warning, 
second tardiness will result in a written warning, and the third tardiness will result in 
suspension/termination. 

If an lifeguard is going to be late or cannot make the shift, they must call the 
CLIENT AND CLSA to let them know why they are late and when they will arrive.  This 
call must be made four (4) hours before shift.  

An lifeguard that does not arrive to the scheduled shift and does not call the 
CLIENT AND CLSA will be subject to immediate termination. 
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Sexual Harassment  
It is unlawful to harass a person (an applicant or lifeguard) because of that 

person’s sex. Harassment can include “sexual harassment” or unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical harassment of a 
sexual nature. 

Harassment does not have to be of a sexual nature, however, and can include 
offensive remarks about a person’s sex. For example, it is illegal to harass a woman 
by making offensive comments about women in general. 

Although the law doesn’t prohibit simple teasing, offhand comments, or 
isolated incidents that are not very serious, harassment is illegal when it is so 
frequent or severe that it creates a hostile or offensive work environment or when it 
results in an adverse employment decision (such as the victim being fired or 
demoted). 

The harasser can be the victim's supervisor, a supervisor in another area, a co-
worker, or someone who is not an lifeguard of the employer, such as a client or 
customer. (http://www.eeoc.gov/laws/types/sexual_harassment.cfm) 

I understand what sexual harassment means, and what it consists of. I will be 
held responsible for anything I say or any actions I take that may offend any client or 
lifeguard.  I understand that if I am accused of sexual harassment drastic measures 
will be taken, and termination may follow.         

List of Required Certs and Training 
Swim Teachers 
Training—One session of one on one with manager and lifeguard prior to an entire 
week of co-teaching with swim teacher and their swim kids.  
Certifications needed—Water Safety Instructor, CPR/AED, First Aid, Lifeguard  
Lifeguards 
Training—40-hour training session, all written and practical requirements/tests met 
Certifications—CPR/AED for the professional rescuer, First Aid for the first responder, 
Lifeguard 
Managers 
Training—at least one years experience and all qualifications of swim teachers and 
lifeguards met. Eight hour training session. 
Certifications—WSI, AED/CPR, first aid, lifeguard, lifeguard instructor 

Accidents and High Risk Conditions 
All accidents and injuries need to be reported. To report an accident or injury the 
lifeguard must fill out an “incident report” form completely and turn it in to the 
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manager immediately. These reports must be filled out FOR ANYONE who received 
ANY assistance from a lifeguard. This includes passing out a Band-Aid for a cut, 
slipping, asthma attacks, bee stings, active drowning, etc. This report also needs to 
be filled out FOR ANY lifeguards that get hurt while on the job.  

Media 
If an lifeguard is ever approached by anyone inquiring information about CLSA in any 
instance, scene, or event, the lifeguard has to direct him or her to their manager 
immediately.  There is no instance in which the lifeguard answers any questions or 
gives the person questioning any information about the academy or their experience 
working for the academy. If an lifeguard decides to give information to anyone that is 
not directly approved by Samuel Cooksey or Hayley Church they will be subject to 
suspension or termination. 

Media Release 
During your employment at Cooksey’s Lifeguard and Swim Academy you may be 
photographed and videotaped. This may be done during training, audits, swim lessons, 
while on tower, teaching swim camp, etc. These pictures and videos may be posted 
on social media, Cooksey’s website, flyers, marketing materials, etc. After 
employment Cooksey’s Lifeguard and Swim Academy all photographs and videotapes 
including your picture will remain.  
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Lifeguard/Swim Instructor Main Duties 
*Duties listed below are general; therefore some lifeguards may have more duties depending on their 
shifts. Requirements are always subject to change without any written confirmation.  
 
While on the clock, a CLSA lifeguard or swim instructor is responsible for: 
ü Keeping all patrons in the facility safe, whether in the water or not.  

ü If emergency occurs while teaching a swim lesson, your client has to be brought 
to safety BEFORE any action is taken to help someone else 

ü Keeping you and other lifeguards safe (first priority) 
ü Filling out and submitting all forms on time (incident reports, safety checks, etc.) 
ü Customer satisfaction is a must at all times.  All questions/concerns are answered 

politely and without rush.  All questions that cannot be answered by lifeguard 
must be directed to a manager immediately.  

ü Scanning continuously while on “tower”.   
ü If teaching lesson, lifeguard is watching individuals in their class the entire 

time, but needs to be aware of all other people in facility.  
ü If on your designated break, working lifeguards must be close enough to get to the 

pool within 1 minute, and must be checking on pool consistently (in case of 
emergency) 

ü Must set up and clean up area at the facility (pool toys, empty sunscreen bottle, 
water bottle, etc.) 

ü If an emergency situation occurs, it is the lifeguard on duties responsibility to act 
quickly and accurately, and call EMS as soon as possible if needed 

ü All lifeguards must be certified and up to date on their Red Cross certifications 
 
WHETHER WORKING ON THE CLOCK OR NOT, LIFEGUARDS ARE RESPONSIBLE FOR THE 
SAFETY OF PEOPLE AROUND THEM.  THIS INCLUDES CLIENTS, LIFEGUARDS, AND ALL 
PEOPLE IN THE FACILITY.  
 
FAILURE TO DO ANY OF THESE DUTIES WILL RESULT IN TERMINATION. 
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Audits  
 All lifeguards are subject to audits at anytime while on the clock.  These audits 
include both popup audits and predetermined audits. Behavior, scanning, skills, 
uniform, and assertiveness are all audited during these times.  If an lifeguard fails an 
audit they are subject to immediate suspension or termination (depending on the 
severity).  This means that at any time the lifeguard may be asked to leave without 
further pay for the shift.   
 
*Audits may also include popup scenarios to test lifeguard’s emergency reaction skills.  
This could include everything from passives and actives to heart attacks and seizures, 
both in AND out of the water.  
 
I understand all of the duties that are listed above in the “lifeguard/Swim Instructor 
Duties”.  I will perform these duties to the best of my ability at every shift.  If for 
some reason I cannot perform these abilities to CLC standards I understand I may be 
asked to leave without pay for the time following.  I also understand I may be 
audited, and this can be with or without warning, and from people I do not recognize.  
If I am audited 3 TIMES and fail each time (within 90 days) I will have to be retrained, 
and am responsible for the labor costs. If I do not choose to pay for the retraining 
sessions I will be terminated.  
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Drug/Alcohol Use 
When clocked in, no CSLA lifeguard will be under the influence of any drugs or alcohol 
at any time, under any circumstance. All lifeguards are subject to a drug test at any 
time during their employment.  If an lifeguard is found under the influence while on 
the job, the lifeguard will immediately be terminated.  

Mandatory Meetings 
There will be at least 2 meeting a month scheduled to brush up on skills.  All 
lifeguards are required to go to this meeting/training session.  If the lifeguard cannot 
make it to the meeting, they will have to schedule a second training with their 
supervisor, in which they will go over the same skills that were covered during the 
meeting.  The lifeguard will not be scheduled until their training is completed.  
I understand the contents of this lifeguard manual, and will comply to all of its 
regulations.  I understand that if I do not comply, I will be subject to suspension 
and/or termination.  
 
 
***CSLA = Cooksey’s Lifeguard and Swim Academy 
These two terms are transferrable throughout the handbook.  
 


