Front Desk Procedures
All swimmers must report to the desk on arrival so that their names can be checked off.  This is both for accountancy purposes and also for Health & Safety reasons.
On renewal in January, existing members need only fill out the Club form unless they rejoin after the end of March, when a green or yellow form will also have to be filled in.

All members to set up standing order payments for monthly fees.

Purchases

When a purchase has been made for costumes, goggles, hats etc. the name and amount spent should be entered into the desk payment sheet and a receipt should also be made out.  At the end of the evening the money should be counted and tallied with the total on the desk payment sheet.

Trials

Potential new members will be given a trial, normally be held at either at 7.00 pm or 7.30 pm.  Please liaise with Terry. They can then come for four to five sessions after which membership forms will be offered to them.
If there are no spaces for them in their particular class they should fill in a Club application form which is then handed to the secretary.

Potential new members attending a trial do not pay a fee.

New members

All new members must fill in a Club Membership form, emergency contact form and a standing order form.

This is for insurance purposes – swimmers will not be covered if this is not done.

The completed forms, except the standing order form, must be handed to the Club Secretary at the earliest opportunity.  The standing order form should be taken to the new member’s bank.
Accidents and Incidents

The Club representative on the desk is responsible to liaise with the bath staff and ensure that the ASA Accident and Incident Book is filled in.  The desk officials hold confidential information on telephone contacts, addresses, medical and disability information for emergency use and must ensure that this information is not divulged irresponsibly.  The Club Secretary must be informed about any insurance enquiries.
Swimmers must inform a responsible Club official if they have not been collected on time and must remain inside the pool premises.

