Front Desk Procedures
1) 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

2) Swimmers cannot pay on a pay per session basis, with the exception of senior swimmers and new members – please see below.
3) The monthly door fees must be paid within the first three sessions of that month.

4) On receipt of any payment, a receipt from the receipt book will be issued for the amount tendered.  The issued receipt should record the name, date, amount and reason for payment.

5) Try to encourage all members to set up standing order payments for monthly fees.

6) All new members must fill in a Club Membership form and an ASA form – pink for Category 1 swimmers and blue for Category 2.  Existing members need only fill out the Club form, unless they rejoin after the end of March, when a pink or blue form will also have to be filled in.

Trials

Potential new members are requested to complete a Club Application for Membership form, which should then be passed to the Head Teacher, who will then liaise with the potential new members to arrange a convenient time for the trial.

 Trials will normally be held towards the end of the month so that the new members can pay their relevant monthly membership at the beginning of the next month.

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

New members

On completion of a trial, all new members must complete the Club and ASA membership forms, with payment, within three weeks of completing their trial.  This is for insurance purposes – swimmers will not be covered if this is not done.

The completed form must be handed to the Club Secretary at the earliest opportunity.

Incomplete forms should be placed in the correctly designated place and followed up as soon as possible.

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.

