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INTRODUCTION TO NEWPORT SWIM TEAM
POLICIES AND PROCEDURES

Newport Swim Team (NST) employees are a resource of the team. As such, NST strives to create a work environment that is fair to all employees, and that will provide an opportunity for advancement and development based on the employee’s contribution. 

NST Policies and Procedures are intended to serve as the permanent reference and working guide for staff in the daily administration of NST. These written policies and procedures are intended to increase understanding, eliminate the need for numerous personal or individual decisions on matters of NST policy, and assist in assuring uniformity throughout the organization.

These policies and procedures apply to all NST employees. Any questions regarding the policies and procedures should be directed to the Board of Directors.

Administering and Modifying Policies and Procedures

The Board of Directors is primarily responsible for interpreting and maintaining these policies and procedures. Modifications to policies must be made with the approval of the Board of Directors of NST.

The NST Head Coach is responsible for administering all of these policies and procedures consistently and impartially.

NST Board of Directors reserves the exclusive right to change, interpret, withdraw or add to any of the policies, beneﬁts, or terms and conditions of employment, at any time with or without notice, as permitted by law.

These Policies and Procedures are to be used as a guide to operations and do not constitute an employment contract or a commitment to employment of any speciﬁc duration.
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AT-WILL EMPLOYEE — An employee works at the will of the employer and employee; the employer can terminate the employee at any time for any reasons — or for no reason at all. The employee is also free to terminate their employment with the employer at any time for any reason — or for no reason at all.

EXEMPT — An exempt employee is one who spends at least 80 percent of the workday performing duties that require a measure of discretion and independent judgment as deﬁned by the Fair Labor Standards Act (FLSA). Most employees who are exempt from the minimum wage and overtime pay requirements of the FLSA fall into one of ﬁve categories: executive, administrative, professional, outside salespeople and certain retail salespersons who work on a commission basis. Exempt employees are not eligible for overtime pay.

NON-EXEMPT — A non-exempt employee is one who performs duties other than managerial in nature as deﬁned by the FLSA Non-exempt employees are paid overtime according to the applicable Federal and State laws. 

PROBATION — A period of evaluating new employees regarding their ability to perform the job requirements. Exempt employees are required to service a one-year probationary period. Non-exempt employees are required to serve a six-month probationary period.

STATUS — Refers to employee classiﬁcation as exempt or non-exempt according to FLSA. See deﬁnitions above.
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I. PURPOSE

To deﬁne and establish Newport Swim Team (NST) employment policy.

II. POLICY

NST is an at-will employer; as such, NST may terminate their employment relationship at anytime with or without cause. 

NST employees are free to resign with notice at any time. NST may terminate the employment relationship at will at any time, with or without cause, so long as there is no violation of applicable federal or state law.

Policies and procedures in this manual do not create a contract of employment, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between NST and any of its employees. These policies have been developed at the discretion of the Board of Directors and, except for the policy of employment at will, may be amended or cancelled at anytime at the Board of Directors discretion with or without notice.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

The following Personnel Policies and Procedures are established by NST to provide a uniform policy of personnel administration through systematic application of procedures. The following policies and procedures are developed to ensure proper and equal treatment without regard to any person's religion, race, gender, national origin, age, disability, marital status, change in marital status, pregnancy, parenthood, or sexual preference, unless an established bona ﬁde occupational qualiﬁcation requires such speciﬁc criteria.

II. POLICY

The personnel policies and procedures are designed to afford each employee a clear statement of beneﬁts, conditions, and responsibilities. Policies and procedures are designed with the intended objective of providing staff with working conditions conducive to individual satisfaction and concurrently enabling the achievement of the NST mission, goal and/or objectives.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

This policy establishes the authority and responsibility for the day-to-day administration of Newport Swim Team.

II. POLICY

The Board of Directors hereby delegates to the Head Coach the authority and responsibility for the following tasks as described by the general responsibilities in the job description. 

Program development for athletes from beginning swimmer to elite levels, plus development of revenue-generating offerings and recreational teambuilding activities. 

Selection, supervision, and mentoring of assistant coaches. 

Overall responsibility for recruitment, motivation, and retention of athletes. 

Responsibility for planning club budget as member of Board of Directors and/or budget committee and development of policy for consideration and adoption by the Board of Directors. 

Any other activities necessary to ensure the success of the Club. 

III. SCOPE

This policy applies to the Head Coach for NST.
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I. PURPOSE

This policy establishes lines of communication between staff and the Board of Directors.

II. POLICY

The Board will communicate with the Head Coach as necessary to conduct the business of Newport Swim Team. The Head Coach may act as the intermediary between staff and the board.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide information to NST employees about Workplace safety and health issues through regular internal communication channels such as supervisor-employee meetings, bulletin board postings, memos, or other written communications. Employees will be given information about safety and health issues and are expected to follow all the policies as presented.

II. POLICY

Each employee is expected to obey safety rules and to exercise caution in all work activities. Employees must immediately report any unsafe condition to the Head Coach and pool management. Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action up to and including termination.

III. PROCEDURE

In the case of accidents that result in injury, regardless of how insigniﬁcant the injury may appear, employees should immediately notify the Head Coach. Such reports are necessary to comply with appropriate laws.

Reporting to USA Swimming and City of Newport: The Report of Occurrence form is to be used for reporting all incidents, no matter how minor. It is important to put both USA Swimming and its insurer on notice of accidents and potential claims.

A Report of Occurrence form shall be completed any time an injury occurs at a USA Swimming function, whether or not it involves a USA Swimming member. To summarize, injuries involving spectators should also be reported. The form shall be completed by a meet director or by any club personnel responsible at the time of the incident; the parents of the injured athletes should not be asked to complete the report form.

Once the report is received at USA Swimming National Headquarters, information about the incident is entered into the USA Swimming database for future safety education and insurance references. When a Report of Occurrence form indicating an athlete or non-athlete participant is a USA Swimming registered athlete, information about the Excess Accident Medical insurance Policy and claim Forms are sent to the injured party or family. This program is excess to other primary insurance in place through the member’s employment, school, or family. The deductible is the greater of the total of other collectible beneﬁts from primary insurance sources applicable to the injury or $199 when there is not primary insurance.



Copies of the report shall be sent to the following:


NEWPORT SWIM TEAM
POLICIES AND PROCEDURES


USA Swimming
Attn: Risk Management
One Olympic Plaza
Colorado Springs. CO 80909
FAX: (719) 575-4050

Risk Management Services, Inc.
Attn: Sandi Blumit
PO Box 32712
Phoenix, AZ 85064-2712
FAX: (602) 274-9138

Copies should also be sent to your LSC Safety Coordinator.

The Report of Occurrence form keeps Risk Management Services, Inc. informed of potential claims or liability situations. If the accident is of a serious nature, USA Swimming National Headquarters confers with Risk Management Services and an investigation of the incident is initiated.


IV.	SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To establish uniform hiring practices for NST.

II. POLICY

Appointments to vacant positions shall be made through a recruitment process.

III. PROCEDURE

A. Notiﬁcation of Vacancy – Upon notice of an employee’s resignation, the Head Coach will notify the Board of Directors of the impending vacancy.

B. Recruitment – The Head Coach may write and place an advertisement in a newspaper with local coverage for vacant positions. 

Advertisement may include:
1. The job title
2. Description of the job responsibilities
3. Educational requirements
4. Any required licenses or certiﬁcations

The Head Coach will:
1. Select the interview team (if applicable)
2. Develop the interview questionnaire
3. Lead the team conducting interviews
4. Contact references
5. Head Coach make recommendation to Board of Directors for final approval
6. Make job offer to successful job applicant

After selection is made, the Head Coach will:
1. Notify each applicant, either verbally or in writing, regarding whether or not he/she was selected for the position
2. Complete new hire forms
3. Submit forms to the NST Treasurer for payroll processing
4. Submit hiring forms to Secretary of the Board
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REQUIREMENTS

All individuals hired by NST, unless otherwise noted, are required to complete and sign the following documents as a condition for their employment by NST.

1. Drug-Free Workplace Statement
2. Form W-4, Federal Withholding Tax Form
3. Form I-9, Employment Eligibility Veriﬁcation
4. Signed copy of applicable Job Description
5. Code of Conduct Policy
6. Electronic Communications policy

All forms must be submitted to the NST Treasurer for payroll processing as soon as possible following hire date of all new employees.

NOTE: This policy is meant to establish guidelines only. Newport Swim Team reserves the right to modify and/or change the hiring procedures as the situation dictates.

IV. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide an up-to-date description of duties for each coaching position within NST.

II. POLICY

All positions within NST are required to have an accurate job description, which will be the basis for hiring and recruiting new employees, establishing work standards to measure and evaluate employees, and establishing or assessing the specific needs of the club.

III. PROCEDURE

Each job classiﬁcation has a written job description, which outlines responsibilities, tasks, knowledge and skills, and other requirements necessary to fulﬁll the designated responsibilities. 

The NST Board of Directors will approve each job description. Copies of approved job descriptions shall be made available to staff members and signed upon hire.

Job descriptions are not designed to be restrictive or to deﬁne each and every assigned duty and responsibility. Each employee is expected to perform such duties as necessary to fulﬁll the mission and/or stated goals of the Newport Swim Team. Job descriptions, therefore, are designed to outline general responsibilities and tasks for selection, position allocation, salary administration, and performance evaluation.

Job descriptions shall be updated on a regular basis to ensure their accuracy. Such updating shall include input from the Board of Directors, Head Coach and the employee who performs that particular job.

IV. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To clarify how information and documentation contained in individual human resource ﬁles and records will be managed to maintain accuracy, privacy, and legal compliance.

II. POLICY

The BOD Treasurer shall maintain employees’ payroll records. Every payroll ﬁle will contain all payroll-related information – W-4 Form, I-9’s, Personnel Change Forms, etc. All other human resource related information shall be maintained by the Secretary of the Board – employment applications and/or resumes; records of any disciplinary action; employee performance evaluations; documentation of training (See Attachments for Personnel Change Form). Files will be kept in accordance with Oregon Administrative Rules after the employee terminates employment with NST. All materials will remain in the appropriate personnel ﬁle during this retention period.

III. PROCEDURE

Personnel ﬁles will be kept in a secure fashion by the BOD Secretary. All materials in the ﬁles will be conﬁdential. Access to an employee’s personnel ﬁle shall be limited to those individuals who are in a direct line of supervision of that employee. Employees may review and/or copy any material in their personnel ﬁle during regular business hours.

All written and telephone requests for information regarding former employees from prospective
employers shall be referred to the Head Coach to provide information of a factual or general nature, e.g. dates of employment, job duties and responsibilities.

Should the query relate to a former Head Coach, The BOD President (or designee) will provide the requested information. Only with written permission of the employee can information contained in written performance evaluations that have been reviewed and signed by the employee be distributed.

Requests for payroll information will be provided only with written approval of the employee. A copy of the signed release will be kept in the employee’s personnel ﬁle.

Records required by a valid State of Oregon subpoena shall be made available without the employees consent.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To update and keep current all individual human resource ﬁles and records.

II. POLICY

It is the responsibility of each employee to promptly notify NST Secretary of the Board, of any changes in personnel data within ten (10) days of the change. Personal mailing addresses, telephone numbers, number and names of dependents, individual accomplishments, and other such status reports should be accurate and current at all times.

III. SCOPE 

This policy applies to all NST employees.
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I. PURPOSE

To outline the position and process by which reference cheeks will be managed, whether requested by or presented to Newport Swim Team.

II. POLICY

To ensure that individuals who join NST are well qualiﬁed and have a strong potential to be productive and successful, it is the policy of NST to check the employment references of all applicants. The Head Coach shall conduct reference checks. All reference documentation should be ﬁled with the Secretary of the Board.

Related to Head Coach position reference checks, the BOD President (or designee) shall complete this task.

The Secretary of the Board will respond verbally or in writing only to those reference check inquires that are submitted in writing. Response to such inquiries will conﬁrm only date of employment, wage rates, and position(s) held. No employee data will be released without a written authorization and release signed by the individual who is the subject of the inquiry. 

III. PROCEDURE

Requests for references or inquiries regarding employees to supervisors, both telephonic and written, should be referred to the Secretary of the Board for clariﬁcation and/or authority. If requested by an employee, a supervisor may write a letter of reference for future employers. 

IV. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To deﬁne the method in which salary and wages are paid to employees.

II. POLICY

A. General Policies

1. No employee shall be paid at a rate lower than the federal/state minimum wage.

2. Terminating employees will receive their ﬁnal paycheck within three (3) working days after the last day of work upon receipt of paperwork. These forms should be sent to the Treasurer immediately and not held until regular timesheets are submitted.

B. Pay Periods – The pay periods are from the ﬁrst of the month through the end of the month. Paychecks will be available for employees by the ﬁfth of the following month

C. Timesheets – Must be submitted to the Head Coach by the last day of the month for timely processing of payroll

D. Emergency Draws – An emergency draw will only be allowed with the permission of the President of the Board in the case of a family medical emergency or a death in the family. An emergency draw request must be submitted in writing. This policy will be strictly enforced.

E. Overtime – Overtime will be paid to non-exempt employees for all hours worked in excess of forty (40) hours per week or eight (8) hours per day, whichever is greater. Overtime must be authorized in advance by the supervisor.

F. Garnishments – By law, NST is required to honor legal garnishments of employee‘s wages. Employees will be notiﬁed in writing of a garnishment received by NST.

G. Work week – NST will designate the work week beginning Sunday 12:01 a.m. through Saturday midnight.

H. Holiday pay – Employees who work federal holidays will be compensated at one and one- half times their hourly rate.

III. SCOPE 

This policy applies to all NST employees. 
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I. PURPOSE

To comply with federal law.

II. POLICY

All employees are covered under Social Security as deﬁned by federal law.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide time off from work in recognition of certain Federal holidays.

II. POLICY

NST will recognize holidays that coincide with pool closures. NST will recognize only those holidays when the pool is closed for business.

Holiday time off is a non-paid event for NST employees.

III. SCOPE

This policy applies to all eligible NST employees.
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I. PURPOSE

To deﬁne NST personal leave beneﬁts.

II. POLICY

Paid personal leave will be a benefit of the Head Coach, with the amount of leave negotiated between the BOD and the Head Coach.

Personal leave will be scheduled for a time that is convenient for both the employee and the requirements of the Head Coach position.

Personal leave for vacation requests are to be submitted to the BOD President at least two (2) weeks prior to the requested personal leave dates. It is the BOD’s responsibility to verify that such leave does not conﬂict with team operations before approval is given. The BOD President has the ﬂexibility to approve a request submitted less than two (2) weeks prior to the requested date if there are good reasons to do so and if team operations will not be affected.

III. SCOPE

This policy applies to all eligible NST employees.  
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I. PURPOSE

To allow employees time off, without compensation from NST.

II. POLICY

Employees may be granted days of leave without pay by the Head Coach. 

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To deﬁne hours of attendance for NST employees.

II. POLICY

The Head Coach will determine hours of work, or the modiﬁcation of hours for Assistant Coach positions. The hours worked by the Head Coach position will be negotiated before hiring between the BOD and the Head Coach.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To ensure ethical operations and provide the best possible work environment, Newport Swim Team expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.

II. POLICY

An obligation rests with every employee of NST to render honest, efﬁcient, and courteous performance of duties. Employees will therefore be responsible and held accountable for adhering to all NST policies, rules, directives and procedures prescribed by NST through supervising or management personnel.

III. PROCEDURE

All employees have a duty to report, verbally or in writing, promptly and conﬁdentially, any evidence of any improper practice or conduct of which they have observed. As used here, the term "improper practice" means any illegal, fraudulent, dishonest, negligent, or otherwise unethical action arising in connection with Newport Swim Team’s operations or activities.

Reports of improper practice should be submitted through the line of administrative supervision except when the alleged impropriety appears to involve a management employee. In such cases, reports should be referred to the President of the Board.

This reporting includes Mandatory Child Abuse Reporting in accordance with law.

IV. SCOPE

This policy applies to all NST employees.



PERSONAL APPEARANCE

POLICY NUMBER:	120
POLICY DATE:  	
DATE REVISED:  
PAGE:  		1 OF 1



I. PURPOSE

Employees’ dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image of Newport Swim Team. This policy deﬁnes the standards of dress expected within the Club.

II. POLICY

Employees will be expected to present themselves during working hours in attire that is appropriate to their position and the nature of the work performed. Employees having personal contact with the public should be particularly conscious of maintaining dress, grooming and hygiene standards that present the business image desired by NST.

Employees who are in doubt, or have questions about the speciﬁc personal appearance standards at their work site should consult with their supervisor.

III. SCOPE

This policy applies to all NST employees.





OFF-DUTY CONDUCT AND EMPLOYMENT

POLICY NUMBER:	121
POLICY DATE:  	
DATE REVISED:  
PAGE:  		1 OF 1



I. PURPOSE

To provide guidance to NST staff regarding off-duty conduct and employment.

II. POLICY

Generally, NST regards off-duty activities of employees to be their own personal matter rather than that of NST. However, certain types of off-duty activities by employees represent a material business concern to NST, and for that reason the following is established with the intent to specify conditions and guide employees.

1. Employees who engage in conduct, the nature of which adversely affects NST, or their own credibility to carry out their employment responsibilities, may be subject to disciplinary action including termination.

2. Employees may engage in off-duty employment, provided that:

The employee shall notify his/her supervisor in advance. The off-duty employment should not:

· conﬂict with the employee's work schedule, duties, or responsibilities.
· have a conﬂict of interest or incompatibility with NST employment.
· have a detrimental effect upon the employee's work performance with NST.
· require the employee to conduct business for the outside employer during hours of employment with NST.

3. Self-employment is considered off-duty employment and falls under the same conditions as other off-duty employment.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

Volunteers and Employees of NST have an obligation to conduct business within guidelines that prohibit actual or potential conflict of interest. The purpose of these guidelines is to provide general direction so that volunteers and employees can seek further clariﬁcation on issues related to the subject of acceptable standards of operation. For more information contact the President of the Board of Directors with questions about conﬂicts of interest.

II. POLICY

Volunteers and employees will not be allowed to solicit, obtain, accept, or retain any personal beneﬁt from any member, vendor, or any individual or organization doing or seeking business with NST. As used here, personal beneﬁts means a gift, gratuity, favor, service, compensation in any form, discount, special treatment, or anything of monetary value. While the following may serve as exceptions, volunteers and employees should consult with supervisory personnel when circumstances are difficult or doubtful as to the propriety.

1. The purchase of business-meeting meals.

2. Consumable gifts (i.e. food) offered to an entire work group during the holiday season where rejection would damage the spirit in which the gift was offered.

No persons shall exercise supervisory authority over an immediate family member. A member of the immediate family is deﬁned as any of the following: husband, wife, grandparent, parent, child, brother, sister, and in-law and –step relationships. The only exception is that under extenuating circumstances, relatives may be hired with the permission of the President of the Board of Directors.

All NST employees and volunteers will be required to review and sign a Conflict of Interest Acknowledgement form. This signed document will be maintained in employee’s personnel files, with volunteers signed document maintained by the BOD Secretary.

III. SCOPE

This policy applies to all NST employees and volunteers.
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I. PURPOSE

To provide guidance and a procedure for accomplishing performance reviews on all Newport Swim Team employees.

II. POLICY

It is the policy of NST that formal performance reviews are made as to the competence, efficiency, adaptation, conduct, merit, and other job-related performance criteria of its employees. It is the responsibility of all supervisors to provide reasonable training for employees; to assign, direct, control, and review the work of subordinate employees, to make efforts to assist employees in correcting deﬁciencies; to communicate and review employees objectively in terms of their performance during review periods.

III. PROCEDURE

Employees shall receive written reviews each year at the end of the Long Course Meter season.

The supervisor will make every effort to see that the reviews are performed in a timely manner,

A copy of the review, which is signed by the employee and the supervisor, will be transmitted to the Secretary of the Board for placement in the employee's personnel ﬁle. If the employee disagrees with the Supervisor’s review of their performance, they have the right to comment in writing within seven (7) days after the employee receives the review. This response will be included in the employee’s personnel ﬁle along with the performance review it references.

IV. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To ensure orderly operations and provide the best possible work environment, NST expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization

II. POLICY

It is the policy of NST that employees are ambassadors of Newport Swim Team and as such have a responsibility and duty to the club. All employees are expected to conduct themselves at all times in a manner beﬁtting his or her status as an employee of NST. The employee shall refrain from any action and avoid any kind of public pronouncement which reﬂects adversely on the legitimate function of the club.

Every employee is expected to conduct himself or herself in a manner to reﬂect favorably upon the public image of Newport Swim Team.

No employee of NST shall presume to speak for or on behalf of the club or actions made as an individual. The employee shall at all times be accurate, exercise proper restraint, and show respect for the opinions of others.

Each employee must be aware of the extent of his or her authority and must not exceed that authority.

Employees shall conduct themselves in a manner supportive of colleagues who are fulﬁlling their separate responsibilities.

Employees shall be respectful of differences of opinion and shall treat their colleagues with respect.

Employee shall assume responsibility for sharing pertinent information and knowledge with appropriate colleagues.

Employees shall respect the privacy and the human dignity of all persons with whom they have contact.

Employees shall be thoughtful and considerate of other employees and other people. Employees shall be courteous and helpful when dealing with coworkers, supervisors, clients, public, etc.

III. SCOPE

This policy applies to all NST employees.
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I. OBJECTIVES

1. To deﬁne bullying and give all board members, coaches, parents and swimmers a good understanding of what bullying is.
2. To make it known to all parents, swimmers and coaching staff the intent of this Action Plan should any bullying issues arise.
3. To make it clear that Newport Swim Team has a commitment to a safe environment and will not tolerate bullying in any form.
4. To make procedures for how to report bullying clear and understandable.
5. To clearly state that NST takes bullying seriously and that all swimmers and parents can be assured that they will be supported when bullying is reported.

II. DEFINITION (Objective 1)

The USA Swimming Code of Conduct prohibits bullying. Generally, bullying is the use aggression, usually intentional and/or repeated, which hurts, threatens, frightens, or harasses another person. Bullying results in pain and distress and frequently involves an imbalance of power between the involved parties. NST may need to apply the same deﬁnition to instances of cyber-bullying in the same manner as real-time bullying.

The USA Swimming Code of Conduct deﬁnes bullying in 304.37:
Bullying is the severe or repeated use by one or more USA Swimming members of oral, written, electronic or other technological expression, image, sound, data or intelligence of any nature (regardless of the method of transmission), or a physical act or gesture; or any combination thereof, directed at any other member that to a reasonably objective person has the effect of:
i. causing physical or emotional harm to the other member or damage to the other member it property.
ii. placing the other member in reasonable fear of harm to himself/herself or of damage to his/her property.
iii. creating a hostile environment for the other member at any USA Swimming activity.
iv. infringing on the rights of the other member at any USA Swimming activity: or
v. materially and substantially disrupting the training process or the orderly operation of any USA Swimming activity (which for the purposes of this section shall include, without limitation, practice,. workouts and other events of a member club or LSC).
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III. INTENT (Objective #2)

NST accepts this USA Swimming deﬁnition of bullying and provides guidelines for swimmers and their parents to seek resolution to instances of bullying and to help coaches clarify the deﬁnition of bullying and how it differs from natural conﬂict. Protocol for handling reports of bullying, including support for victims and bullies, as well as consequences in line with NST‘s Code of Conduct, is available in a separate document.

IV. COMMITMENT (Objective #3)

Newport Swim Team is committed to providing a safe, caring and friendly environment for all of our members. Bullying of any kind is unacceptable at NST and will not be tolerated at any NST activity, including but not limited to, practices, meets, travel, team events, and/or electronically involving NST business (eg: text exchanges referencing a swim event but sent while at home). Bullying is counterproductive to team spirit and can be devastating to a victim. Incidents of bullying will be dealt with promptly and effectively. Anyone who knows that bullying is happening is expected to tell a parent, coach, or board member who in turn, is expected to follow NST protocol for addressing bullying.

V. REPORTING (Objective #4)

NST expects that an athlete who feels that he or she has been bullied is asked to do one or more of the following things:

· Talk to his/her parents, reporting details and frequency of bullying incident(s).
· Talk to a NST Coach, Board Member, or other involved adult.
· Write a letter or email to the NST Head Coach, Board Member, or involved parent.
· Make a report to the USA Swimming Safe Sport staff.

There is no express time limit for initiating a complaint under this procedure, but every effort should be made to bring the complaint to the attention of the NST leadership as soon as possible to make sure that memories are fresh and behavior can be accurately recalled so the bullying behavior can be stopped as soon as possible.
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VI. SUPPORT (Objective #5)

NST will take all reports of bullying seriously, and the coaching staff and BOD will follow an Action Plan for resolution that stops the bullying on the spot, finds out what happened to determine if it is bullying, supports the kids involved, addresses bullying behavior, and supports bystanders who witness bullying. NST coaches will understand the deﬁnition of bullying and how it differs from natural conflict, and will assist swimmers in all aspects of resolution. Both victim and bully will be supported in an effort to ensure that the bullying does not continue. Athlete bystanders who witness bullying will be encouraged to follow simple, safe strategies for helping stop bullying when they see it and to report it with, or on behalf of, their fellow swimmers when possible.

More information about USA Swimming Safe Sport guidelines can be found at: www.usaswimming.org/protect

More information about bullying can be found at the US Department of Health and Human Services site: www.stopbullying.gov
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I. PURPOSE

To state NST’s position on administering discipline for unsatisfactory conduct in the workplace.

II. POLICY

This policy is to be used as a guide only and does not constitute an employment contract of any kind and is subject to change without notice.

It is in the policy of NST to ensure fair treatment of all employees and to make certain that disciplinary actions commensurate with the unsatisfactory performance. The principal purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory performance in the future. NST will rely on the discretion of the supervisor in consultation with the President of the Board of Directors to implement a fair and reasonable disciplinary action depending on the severity of the performance issue.

Conduct that results in disciplinary action include, but is not limited to:
· Theft, destruction, or damage of club property; unauthorized removal of club property.
· Improper use of NST electronic devices (i.e. iPad)
· Failure to promptly report a work-related injury or accident; violation of safety or health rules.
· Negligent behavior that results in injury to an employee, self, or others.
· Intentional falsiﬁcation of records required in the transaction of NST business.
· Irregular attendance: repeated tardiness, unreported or unexcused absence, abuse of personal leave, overstaying a leave of absence without written authorization.
· Unexcused absences from NST for three (3) consecutive days.
· Insubordination, including refusal or failure to perform assigned work tasks, refusal to implement official directives.
· Insufficient or careless performance of job responsibilities or inability to perform duties successfully.
· Possessing or being under the influence of alcohol, narcotics, or illegal substances while performing duties.
· Possession, display, or use of explosives, firearms, or other dangerous weapons while on duty.
· Physical ﬁghting or verbal altercations while performing duties.
· Making malicious, false, or derogatory statements that may damage the integrity or reputation of NST or its employees.
· Misrepresentation or withholding of pertinent facts in securing employment.
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· Any action that endangers the health or safety of others.
· Partisan political activity while representing NST (unless authorized by the President of the Board of Directors).
· Unauthorized release of conﬁdential information or official records.
· Smoking in prohibited areas.
· Sexual or other unlawful or unwelcome harassment, including but not limited to, harassment based on sex, race, sexual orientation, national origin, religion, disabilities, etc.
· Lack of appropriate supervisory response when harassment is reported.
· Conviction of a crime that poses a risk to NST or its staff or others.
· A violation of standards of professional conduct.
· Violation of a conﬂict of interest policy.

Prohibited conduct can result in disciplinary action, up to and including termination.

If instances of unacceptable conduct arise that are not included in the above list, GSC reserves the right to initiate disciplinary action in accordance with its disciplinary policies and procedures.

III. PROCEDURE

Types and Progression of Discipline - Depending on the nature and circumstances of an incident, discipline will normally be progressive and bear a reasonable relationship to the violation. The types of discipline that may occur are as follows in general order of increasing formality and seriousness. Depending on the seriousness of the conduct Newport Swim Team reserves the right to implement any step in the process up to and including termination if the situation warrants.

1. Verbal Reprimand - A verbal statement by the supervisor to an employee, usually pointing out an unsatisfactory element of job performance, is intended to be corrective and/or cautionary. A verbal reprimand informally deﬁnes the area of needed improvement, sets up goals for the achievement of improvement, and informs the employee that failure to improve may result in more serious actions.

2. Written Reprimand - This is the ﬁrst level of formal discipline. The written reprimand is issued by the Head Coach with approval of the HOD President. A copy will be placed in the employees personnel ﬁle. A copy will be given to the employee.

3. Suspension - An employee may be suspended from work without pay for up to ﬁve (5) 
working days by authority of the Head Coach. Suspensions of a longer duration require approval by the Board of Directors. The following procedure is to be followed:
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The supervisor taking the action to suspend an employee will immediately notify the Board of Directors, and, as soon possible, will prepare a written statement of the action taken and the reasons for such action. As soon as possible after the initial action, the affected employee will be notiﬁed in writing of the suspension. 

In no event will the use of paid time be allowed during a period of suspension without pay. 

4. Discharge - In some instances, it will be appropriate to immediately terminate an employee who has engaged in prohibited conduct or other conduct that is deleterious to NST, its staff, or others without following progressive disciplinary action.

Initiating Discipline / Consideration and Notice - Supervisory and management personnel should he guided in their consideration of disciplinary matters by the following illustrative, but not exclusive, conditions:

· The degree of severity of the offense.
· The number, nature, and circumstances of similar past offenses which have been documented previously.
· Employee’s length of service.
· Provocation, if any, contributing to the offense.
· Previous written warnings related to the offense.
· Equity, consistency of application and relationship of penalty to offense.

Disciplinary notices to employees should, as a general rule, contain the following information:

· A statement of the disciplinary action to be taken and its effective date.
· A statement of the reason(s) for imposing the discipline and the nature of the violation.
· Attachment of any supporting material or evidence where appropriate.
· Desired corrective action.

Service of disciplinary notice will be deemed to have been made upon personal presentation, or by depositing the notice, postage prepaid, in the mail, addressed to the employee’s last known address on ﬁle.

IV. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide guidelines for investigating complaints made against NST employees specific to discrimination, harassment or retaliation.

II. POLICY

NST is committed to full compliance with the provisions of title VII of the Civil Rights Act of 1964, section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975 and the Americans with Disability Act. These laws protect employees from discrimination, harassment, and retaliation in the workplace.

Discrimination – It is the policy of NST that there shall be no discrimination in employment on the basis of sex, race, color, national origin, age, religion, disability, marital status, change in marital status, pregnancy or parenthood. Accordingly, no employee shall be subjected to discrimination in connection with, but not limited to, hiring, promotion, discipline, compensation, assignment, beneﬁts, training, lay-off, and/or recall practices. 

Harassment – NST‘s policy also prohibits harassment on the basis of sex, race, color, national origin, age, religion, disability, marital status, change in marital status, pregnancy or parenthood. Harassment may include slurs, abusive language, threats, derogatory comments, unwelcome jokes, teasing, and other offensive or unwelcome verbal or physical conduct.

a) Harassment is unwanted communication and/or conduct by a supervisor, co-worker or non-employee in the workplace which adversely affects the employment relationship or working environment for the employee or applicant for employment and is based on the sex, race, religion, national origin, age, disability, marital status, change in marital status, pregnancy or parenthood of that individual.

b) Harassment on the basis of sex is deﬁned as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when: (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment.

Retaliation – Any form of retaliation, reprisal or adverse action taken against an employee for complaining about, reporting, or cooperating in the investigation of a harassment, discrimination, or retaliation claim is prohibited and will result in disciplinary action, up to and including termination.
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This policy prohibiting unlawful retaliation is not intended to restrict management activities, such as reprimands, disciplinary actions, and employee performance evaluations, which serve a legitimate management purpose and are not intended for the purpose of retaliating against an employee.

III. PROCEDURE

NST has established a procedure for its employees to obtain an impartial investigation of any complaint based on the employee’s belief that he/she/they have been discriminated against or harassed on the basis of sex, race, color, national origin, age, religion, disability, marital status, change in marital status, pregnancy, or parenthood. In addition, this procedure is applicable to complaints of retaliation.

At any point during this complaint procedure, complainant(s) may have a representative of his/her/their choice present.

The function of this complaint procedure is to resolve complaints within NST’s administrative procedures. However, complainant(s) have the right to seek recourse from state or federal agencies at any stage in this procedure.

The following procedures are established for ﬁling and handling discrimination, harassment and retaliation complaints.

1. Written Statement of Complaint – Within ﬁve (5) working days from the date of the event or action giving rise to the complaint or at any time for an ongoing condition, the person(s) alleging discrimination, harassment, and/or retaliation shall ﬁle a written statement describing the event or act and the circumstances involved. If the complainant needs assistance in preparing such a statement, the complainant should contact the President of the Board of Directors for such assistance. Complainant shall ﬁle this written complaint with their immediate supervisor or the President of the Board of Directors.

Complainant(s) may also present evidence, such as exhibits, documents or written statements of witnesses, with their written complaint. In addition, the complainant should supply the names of any witnesses to the alleged acts of discrimination, harassment, and/or retaliation.

If a complainant makes an oral complaint of harassment, discrimination, or retaliation, NST will ask the complainant to put his/her complaint in writing within ﬁve (5) days. If the complainant is unable to ﬁle a written complaint within this time period, the President of the Board of Directors will prepare a summary of the complaint. A copy of this summary will then be given to the complainant(s), who will be asked to acknowledge in writing his/her receipt of this summary. A complainant receiving a summary has ﬁve (5) days to provide additional written clariﬁcation or comments to the summary; these additional comments will 
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be attached to the summary and shall become part of the record in the ensuing investigation.

If an oral or written complaint of harassment, discrimination. and/ or retaliation is made to any immediate supervisor the individual who receives the complaint must immediately notify the President of the Board of Directors. If a written complaint is made, a copy of the complainant(s) statement should be promptly forwarded to the President of the Board of Directors.

2. The Investigation Process – The President of the BOD shall promptly determine who should be assigned to investigate the complaint and will prepare a list of the steps to be completed during the investigation process, together with speciﬁc dates for completion of each step.

A. The Investigation Schedule – NST is committed to promptly investigate complaints of harassment, discrimination and/or retaliation. Whenever possible, the investigation of a complaint should be completed in ten (10) working days unless there are extenuating circumstances, such a witness’s absence from work due to vacation or illness, which cause a delay in completing the investigation. Investigations shall be completed within thirty (30) calendar days after the receipt of a complaint, unless there are extenuating circumstances, and the complainant is notiﬁed about the delay.

B. Conﬁdentiality – NST is committed to keeping an employee’s complaints of discrimination, harassment, and/or retaliation as conﬁdential as possible. Accordingly, information concerning such complaints shall be restricted to persons who are pertinent to the investigation and to management involved in investigating the complaint or in implementing discipline if NST’s investigation concludes that disciplinary action is appropriate. The complainant, the accused, and any relevant witnesses shall be instructed that the complaint and the ensuing investigation are to be kept conﬁdential in order to protect the privacy rights of all the parties involved in the investigation. The steps listed above will constitute the opening of a ﬁle and require that the remaining steps in this investigation procedure be completed. Only those issues that are contained in the written statement and its attachments or clarifying comments or the complainant’s written summary and any attachments to that statement will be addressed in the remaining steps of this investigation process.

C. Conducting the Investigation – It is the responsibility of the President of the BOD (or designee) to conduct an investigation into the facts of the written complaint or the summary and any supporting materials. The person(s) against whom the charge(s) have been filed will be notiﬁed of such charge(s) and shall be given a copy of the complainant(s) written statement or summary and any supporting documentation. The accused will be given an opportunity to describe the event(s) or act(s) involved
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in the alleged discrimination, harassment, and/or retaliation and may present exhibits, documents, and written statements of witnesses. In addition, the accused should provide a list of any individuals whom he/she feels may have information relevant to the investigation.

The President of the BOD (or designee) shall interview individuals that the complainant, the accused, or other Witnesses believe have knowledge of the alleged discrimination, harassment and/or retaliation. In addition, the President of the BOD (or designee) shall examine any relevant records and documents.

3. Determination and Resolution – If the President of the BOD (or designee) concludes that there is a basis for the claim of discrimination, harassment, and/or retaliation, a decision in writing shall be issued and shall include a statement of the reasons for this decision. In addition, appropriate remedial and disciplinary action, up to and including termination, shall be taken. The complainant will be advised that NST has taken appropriate remedial action and counseled that any additional incidents of discrimination, harassment, or retaliation should be reported promptly to the complainant’s immediate supervisor. Both the complainant and the accused shall be instructed that the results of the investigation are to be kept conﬁdential. If the President of the BOD (or designee) determines that there is no basis for the claim of discrimination, harassment, and/or retaliation he/she will issue that decision in writing and include a statement of the reasons for this decision. Copies will be provided to the complainant(s) and the accused. Both parties will be instructed to keep confidential the results of the investigation. In addition, the complainant(s) will be notiﬁed in writing of the right to appeal this decision.

4. Records – All written documents resulting from the ﬁling and processing of a complaint shall be kept conﬁdential. If any disciplinary action has resulted from the ﬁndings of the investigation, a copy of the decision and the disciplinary action being taken shall be placed in the personnel ﬁle of the accused.

IV. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide a mutually acceptable method for the settlement of grievances.

II. POLICY

Every reasonable effort shall be made by both the employee and supervisory staff to affect the resolution of grievances at the earliest steps by using conflict resolution techniques and this grievance policy.

III. PROCEDURE

A grievance is deﬁned any dispute or complaint between an employee or a group or employees and a supervisor or management over: disciplinary action, suspension, demotion, and discharge. This procedure is accessible to all employees. No employee may ﬁle a grievance on behalf of another employee.

Exclusivity of Procedure – This procedure shall be the exclusive formal procedure available to employees for resolving grievances related to disciplinary action, suspension, and discharge.

The Employee Complaint procedure set forth in Policy # 127 is to be utilized for complaints of discrimination, harassment, and retaliation. 

Speciﬁcity – Grievances submitted must specify the club’s action being grieved, state why the grievant feels the action taken was inappropriate or in error, indicate the remedy the grievant is seeking, and identify any pertinent witnesses. The President of the Board of Directors at any step in the grievance process may reject grievances that are not speciﬁc in nature. A grievance rejected for non-speciﬁcity may be rewritten and re-tiled within three (3) working days following receipt of the rejection.

Representation – At any point during the grievance procedure, either party may have present a lay representative of their choice.

Initiation of Grievance Procedure – Within ﬁve (5) working days after awareness of an incident or action, or at any time for an ongoing condition leading to an alleged grievance, the grievant shall present the grievance in writing to the President of the Board of Directors.
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If circumstances make it impossible to complete submission of the grievance within ﬁve (5) working days of awareness of the grieved matter, the grievant may submit a written request to the President of the BOD, within the initial ﬁve-day period, to extend the deadline for submission. If the President of the BOD ﬁnds that an extension is warranted, he/she may authorize, in writing, an extension of the deadline for a reasonable amount of time. 

Upon receipt of the grievance the BOD President (or designee) shall  conduct a thorough investigation to determine the facts and shall render a written decision within fifteen (15) working days after the grievance is received.

If the grievant is dissatisﬁed with the written decision, he/she will, within ten (10) working days after receipt of the decision, to discuss the grievance with the BOD President and a mediator, who will be a mutually acceptable neutral third party. The decision of the mediator will be ﬁnal.

IV. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide reimbursements to employees for reasonable business travel expenses incurred in the course of conducting Newport Swim Team business.

II. POLICY

The Board of Directors must approve all travel prior to making any arrangement for travel. Staff will receive reimbursement for expenditures incurred during authorized travel on the basis of actual expenses, as supported by airline receipts and lodging receipts. Boarding passes and detailed hotel bills are required. Credit card receipts and copies of itineraries are not sufficient documentation. Reasonable out-of-pocket expenses may be reimbursed if accompanied by receipts. Authorized meal allowance amounts are identified in the annual contract.  

Pay while on travel status – Employees will receive pay while they are on travel status if they are performing Club related activities. Pay will begin at the point of destination and acting on behalf of the Club. Pay will cease when employees are no longer acting on behalf of NST. 

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide guidance for employees regarding news media contacts.

II. POLICY

Contacts from the news media will be referred to the Head Coach, BOD President or designee. When appropriate, both Board members and coaching staff will be involved in responding to queries from the news media.

III. SCOPE

This policy applies to all NST employees and volunteers.
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I. PURPOSE

To establish guidelines for use of NST property.

II. POLICY

NST property (including technology resources), facilities, services, or credit cards may only be used for official and approved purposes. Reasonable and prudent use must prevail in the work place. Reasonable and prudent shall be defined by the BOD President or designee.
Technological Resources include but are not limited to:

1. Telecommunications – All telephones, phone lines, voice mail, fax machines, electronic mail, network systems, and Internet access and use, including all transmissions received by or information transmitted from Newport Swim Team, are the property of NST. 

2. Electronic Devices – All computers, software, and the information stored within them are the property of NST, as are access passwords. This includes copiers, printers, scanners, and all other peripheral computer accessories.

Access Rights – NST has the right to access all NST-owned electronic devices at any time, so to ensure the integrity of the electronic and telephonic communications. 

Conﬁdentiality – Personal passwords are not for common knowledge. If the need arises for accessing a co-worker‘s files or messages (as when supervisor is on leave and the "acting" needs access), use of discretion in providing access is necessary. The password should be changed immediately upon cessation of joint access. Sensitive information is never to be sent via electronic mail. Sensitive or conﬁdential materials or documents should be placed in restricted access ﬁles only.

Misuse of, or Damage to Technological Resources – Employees responsible for damages resulting from non-ofﬁcial, or non-approved purposes, improper use, personal carelessness or neglect, may be held responsible for the cost of the equipment or system repair in addition to disciplinary action.


III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To deﬁne NST’s policy regarding the usage of the Club credit card.

II. POLICY

It is the policy of Newport Swim Team that the Club credit card be used only for approved expenditures.

III. PROCEDURE

The NST credit card is available for use by the Head Coach as follows:

· Any club related activity as approved by the Board of Directors.
· Card may be used to pay for hotel rooms for coaches during away meets.
· Card may he used to pay for rental car fees and gas while on away meets. The BOD must approve use of rental car prior to travel.
· The Treasurer must receive receipts for hotel and rental car within 5 working days after travel is complete.

Meals and personal items may not be purchased with the NST credit card. Should an emergency arise the Head Coach is authorized to override this policy but MUST provide receipts and justiﬁcation for the charges within 5 days of completion of travel. Charges outside the scope of this policy are the responsibility of the Head Coach unless approved by the Board. Unauthorized charges will be deducted from the employee’s paycheck.

IV. SCOPE

This policy applies to all NST employees and volunteers.
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I.	PURPOSE

To deﬁne NST’s policy regarding employee protection practices.

II.	POLICY

It is the policy of Newport Swim Team to comply with all applicable laws, regulations and Team By-laws and policies.

If any NST employee reasonably believes that a policy, practice or activity of NST is in violation of law, a written complaint must be filed by that employee, with the BOD President.
 
NST will not retaliate against any employee who, in good faith, has lodged a complaint against a practice of NST.

III.	PROCEDURE

An NST employee is protected from retaliation only if that employee brings the alleged unlawful activity, policy or practice to the attention of the Newport Swim Team Board of Directors and provided NST with a reasonable opportunity to investigate and correct the alleged unlawful activity.

A complaint must be in writing and submitted to the BOD President.

The complaint can relate directly to NST activities or another individual or entity with whom NST has a business relationship.

Retaliation can take the form of termination, suspension or other disciplinary action by the Head Coach and/or BOD.

All employees will receive, review and sign an acknowledgement document related to this policy. This document will be maintained in that employee’s personnel file.

IV.	SCOPE

This policy applies to all NST employees and volunteers.
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I. 	PURPOSE

      To define the Scholarship Program offered by Newport Swim Team

II.	POLICY
A. Scholarships may be available to qualifying NST families/swimmers upon written request.  Criteria will be reviewed annually based on availability of funding.  

III. PROCEDURE

A.  Submit a request through the electronic form found on the NST website.

B. The Board will consider the following options to assist potential NST families:
		1. A scholarship, up to but no higher than 50% off monthly dues, and/ or
		2. If the families are currently on the Oregon Trails program, assist the
    connection with the USA Swimming Outreach Program to reduce OSI / USAS 
    fees, and / or
3. Establishment of an installment program, whereby families agree in writing to   
     pay pool fees and/ or OSI fees with monthly payments.
4. Scholarship Considerations
	a. BOD to decide requests on a case-by-case basis.
	b. BOD may cap the number of scholarships per season.
5.  Installment Considerations
	a. Two consecutive months on non-payment will void the agreement, 
    removing the swimmer from the team.
b. Families can submit an email request to be reinstated.
IV. SCOPE

This policy applies to all NST employees and volunteers.
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I.	PURPOSE 	NST recognizes the prevalence of electronic communication and 
social media in today’s world. While the Team acknowledges the value of these methods of communication, the Team also realizes that there are associated risks that must be considered when adults use these methods to communicate with minors.

II.	POLICY
	A.  All communications between a coach or other adult and an athlete must be professional 
	in nature and for the purpose of communicating information about team activities. 

 III.	PROCEDURE

	A.  Any electronic communication with an athlete should not contain or relate to any of the 
	following:

		1. Drug or alcohol use; 
		2. Sexually oriented conversation; sexually explicit language; sexual activity
    of the adult’s personal life, social activities, relationship or family issues, or   
    personal problems; and inappropriate or sexually explicit pictures

	B.  A simple test that can be used in most cases is whether the electronic communication 
	with swimmers is Transparent, Accessible and Professional.

		1. Transparent: All electronic communication between coaches and athletes should 
		    be transparent. Your communication should not only be clear and direct, but also 
		    free of hidden meanings, innuendo and expectations.
		2. Accessible: All electronic communication between coaches and athletes should be 
		    considered a matter of record and part of the Team’s records. Whenever possible, 
		    include another coach or parent in the communication so that there is no question 
		    regarding accessibility.
		3. Professional: All electronic communication between a coach and an athlete should 
		    be conducted professionally as a representative of the Team. This includes word 
		    choices, tone, grammar, and subject matter that model the standards and integrity 
		    of a staff member.

	C.  FACEBOOK, MYSPACE, BLOGS, AND SIMILAR SITES: Coaches may have 
	personal Facebook (or other social media site) pages, but they are not permitted to have 
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I. PURPOSE

To provide unemployment insurance for Newport Swim Team employees.

II. POLICY

All employees are covered under Oregon State Law. This is paid by employer and employee.

III. SCOPE

This policy applies to all NST employees.
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I. PURPOSE

To provide for a parent / guardian volunteer program fair to all NST families

II. POLICY

All NST families will be required to provide 20 hours of volunteer work each season.

III. SCOPE

This policy applies to all NST families

IV.	Volunteers are the Heart of the organization.  Newport Swim Team is a nonprofit organization run by a board of directors consisting of parent volunteers and the Head Coach.  It truly takes a team of committed families to build a solid and strong program like ours.  In order for our youth swimmers to succeed, a great deal of “behind-the-scenes” activity is needed.  What results from the collaborative and collective spirit of a strong volunteer program is more than just a great, well-functioning team… we are building relationships and a pro-active community.

As the Newport Swim Team Handbook states, service to the Club is not optional.  All swim families are required to contribute 20 hours of volunteer service during the season (September to August .  A family’s volunteer commitment may be fulfilled by any family member over the age of 16 years.  This is an annual commitment and will not be prorated should you take time off from the team.  Everyone’s contribution is so much appreciated.  Some families will consistently donate more than the required 20 volunteer hours per season; thank you so much for putting in those extra hours.  Those extra hours will not carry over into the next season.  Families that join the team at some point during the course of the season, will have their commitment adjusted.

Families who do not wish to volunteer time to meet the 20-hour obligation are given the option of paying an additional $17.00 per family per month with their monthly dues or buying out their volunteer time with a lump sum payment of $200.00 per family.  

If you wish to opt out, please make the team aware of this decision by filling out the attached form “Family Service Obligation Opt Out Form” and returning it to the Newport Swim Team mailing address by October 21, 2016.  
The mailing address is: 
Newport Swim Team
PO BOX 451
Newport, Oregon 97365
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While this family service obligation program is new to the Newport Swim Team, it is a program that is not unique to the Newport Swim Team.  These volunteer commitment programs are actually quite common in the swim team universe.  It takes a tremendous number of volunteer hours each season to ensure success for our swimmers and team.  

How can you fulfill your volunteer hours commitment… 
Below is a list of examples of how a family can complete its volunteer hours commitment to the Newport Swim Team.  This is a long list but it is not exhaustive.  Some brief job descriptions are offered.
(1) Timing at home and away swim meets.  Even though the standard for timing at the swim meets is electronic, back-up timers are needed for every lane of every event.  These timers are extremely important, and we are obligated to provide some timers at our away swim meets.  Fulfilling our timing obligation at the away swim meets improves our team’s overall reputation.
(2) Home swim meet volunteerism. So many jobs…
a. Cooking a dish for hospitality.  Hospitality keeps the officials and visiting coaches well fed and happy.  Creating a meal for hospitality really helps.  For home meets, we need to provide snacks/desserts and 5 meals (1 dinner, 2 breakfasts, 2 lunches) for this group. 
i. Here is an example of how your commitment hours can be fulfilled in hospitality:  1 dish provided = 1 hour of your commitment
b. Helping in the bullpen. Keeping the young swimmers organized for their races. 
c. Announcer. Be the voice of NST at the meet.  Announce events and communicate reminders to the participants and teams.
d. Meet Marshal. Monitor and patrol designated pool area.
e. Serving as a committee head at our local swim meets
i. Concessions Coordinator: Organize other concessions volunteers, set concessions schedule, orchestrate food donations, set concessions menu, buy food, organize set up, organize and oversee concessions operations, clean up.
ii. Hospitality Coordinator: Organize other hospitality volunteers, set hospitality schedule, orchestrate food donations, set hospitality menu, buy food, organize set up, organize and oversee hospitality operations, clean up.
iii. Bullpen Coordinator: Oversee and organize bullpen schedule.  Keeping young swimmers organized for their races.
iv. Grill Masters.  Cooking breakfast, lunch, and dinner for concessions and hospitality.
v. Head Timer.
vi. Meet director.
vii. Awards/Ribbons Coordinator.
viii. Silent Auction and Raffle
f. Serving as a runner at swim meet
g. Working in hospitality. Helps the Hospitality Coordinator with set up and operations of the hospitality area. Clean up.
h. Concessions helper.  Helps the Concessions Coordinator with set up and operations of the concession stand. Clean up.
i. Concessions shopper.  Purchase and deliver supplies for Concessions.  Works with the Concessions Coordinator. 
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j. Cleaning up after the event
k. Set up at the event
(3) Helping with bulletin board at the pool. Keep coaches’ messages current. Posts information about up-coming swim meets, etc.
(4) Helping with team apparel orders and apparel distribution
(5) Helping with fundraising endeavors
(6) Serving on fundraising committee
(7) Working as an official at the swim meets. Stroke and Turn Judge.  Electronic Timer.  Starter.  Referee. These positions do require extensive training and official certification.  Your willingness to pursue these extremely important roles is priceless to the team.  If you are interested in pursuing official certification, please contact the Head Coach or a Board Member for additional information.
(8) Working on social events for the swim team (movie nights, holiday party, etc).
(9) Coordinator of the end-of-season awards banquet
(10) Swim Team Banquet Helpers
(11) Cooking a meal/Providing a dish for the Swim Team Banquet
(12) Serving on the Board of Directors
(13) Or as other duties and needs arise; for example, there may be a potential need for a team photo contact person. Organizes time for professional photographer to take individual and team photos of our swimmers.  Handles distribution of information and photos.

Getting Involved.  How to sign up to help and volunteer?
As events (swim meets, team functions) approach, look for information about volunteering for positions to help.  The primary form of communication to the team parents is through email.  Please make sure that the email address that you provided to the team is current and valid.  

If a family chooses service opportunities, there are a number large or small jobs, on-going or specific timespan tasks which will be posted on the team website under an event titled “Service Opportunities” and on the team bulletin board at the pool.  Any of these fulfill the yearly requirement.  The team website address is www.newportswimteam.net.

The Reporting Protocol.  How to report your volunteer hours to the Family Service Obligation Coordinator (FSOC)?
This program will be based on an honor system.  Sign up for volunteer positions and tasks.  Complete your volunteer hours.  Report them to the Family Service Obligation Coordinator (FSOC).  The preferred method of reporting your completion of hours to the FSOC is by email.  The email address is NSTVolunteerReport@gmail.com.   You can also report your volunteer hours in writing using the Family Service Obligation Hours Reporting Form; this form can be given directly to the FSOC (Charles Hurty), the Head Coach (John Wray), or any other NST Board Member; or mailed to the Newport Swim Team’s mailing address.  

Upon receipt of your email or volunteer hours form, the FSOC will record your hours in your account.  It is preferred that you report your hours as you accumulate them (i.e. after a swim meet), rather than reporting them all at the end of the year.  All volunteer hours for the current seasons (2016/2017), should 
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be reported to the FSOC by September 1, 2017.  Please report all of your hours; failure to report can result in fees.

Service hours will be tracked in the “My Invoices/Payments” area of the website, www.newportswimteam.net.  Families are expected to monitor their accounts.  Any hours not fulfilled by Aug. 25th 2017 or by the end of the NST Awards Banquet (whichever comes later), will be billed to the family’s account at $10 per hour.
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I. PURPOSE

To develop a plan that will direct the club and Board of Directors in all marketing efforts to improve membership, retain current members and put forth the image of a positive community member.

II. POLICY

The NST Board of Directors will develop, review and revise a marketing plan at least every 2 seasons.

III. SCOPE

This policy applies to the NST Board of Directors.

IV.	PROCEDURE

	1.  The marketing plan may include the following activities for each NST Season:
	     a. Business and individual sponsorship recruitment and retention.
	     b. Production of a team brochure or handout to be used at all public events to highlight the 
club.
	     c. Maintenance of the team bulletin board at the pool.
	     d. Arranging radio interviews on local stations annually.
	     e. Maintaining exposure in the Newport Parks & Rec Activity Guide.
	     f. Maintaining a presence on the Newport Parks & Rec website.
	     g. Staging recruitment presence at the opening of the school year for all local schools.
	     h. NST membership in the Newport Chamber of Commerce to highlight club try-outs,
		 luncheon presentations, etc. 
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I. PURPOSE

To develop a plan that will allow for special Board of Director meetings, called by the President,  that will be conducted via email or telephonically, to address a single issue that may be time sensitive.

II. POLICY

The NST Board of Directors will implement a procedure that allows for special BOD meeting to be held via email or telephonically to address a single issue.

A special BOD meeting may take place via e-mail or telephonic conferencing using the process outlined in these procedures.

III. SCOPE
This policy applies to the NST Board of Directors.

IV.	PROCEDURE
1.	Each special meeting shall be set in motion to address one issue only.  If additional issues need to be addressed, a separate meeting for each issue shall be called.
2.	The special meeting shall be chaired by the President. If the President is unavailable, the Chair shall be determined in accordance with the Bylaws.
4.	Minutes of the meeting will be documented.
5.	The rules applying to the conduct of regular meetings shall also apply to e-mail or telephonic with the following exceptions:
a. The President or Chair shall send an e-mail to all the members stating the reason for calling the    meeting and providing an outline of the issue to be discussed. The President or Chair will notify the Board as to whether the meeting will be by email or by telephonic conference.	
b.  The initial email shall ascertain that a quorum (a majority of the voting members of the body) is available to participate in the meeting. Lack of a quorum shall put the meeting on hold until such time as a quorum can be assembled.  When a quorum is available, the President or Chair shall declare the meeting open and communicate that to the members.
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6.	Telephonic conference calls – The initial email will also describe details for the telephonic conference call including date, time and detailed information for conference call set-up. At the time of the call, motions shall be presented, seconded and opened for discussion by following the same rules and procedures followed at regular meetings. At the end of the discussion, a vote will be taken. The outcome will be binding and have the same authority as voting at a regular meeting. At the end of the telephonic conference, the President or Chair shall declared the meeting closed.
7.	Email meetings – The initial email will describe the details of the email meeting. Including the time period allotted. Once an email meeting begins, a motion will be presented. Once a motion will be presented.  Once a motion has been seconded, the Chair shall then start a discussion period, which shall be open for 5 days. The President or Chair will forward all emails to the Board in order to keep all members informed and to monitor progress of the meeting.
8.	At the end of the discussion period, the President or Chair shall then start the voting period by submitting the motion to a vote by the members. The voting period shall last 4 days. Voting will be by email only unless a Board member does not have access to email. For a motion to pass, it shall have received the necessary number of favorable votes as defined in the Bylaws.
9.	Each voting member shall send his/her e-mail vote to the President or Chair who will tally the vote and announce the results at the end of the voting period along with a list showing the vote of each member.
10.	If a Board Member does not have access to email, the President or Chair is required to contact the member and inform him or her of the voting action and get their response. The President or Chair will assure that this vote is recorded.
11.	Once the voting results are announced, the President or Chair shall declare the special meeting closed.
12.	A record of the vote shall be recorded in the minutes of the meeting.
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I. PURPOSE
There has been much talk about whether it is safe to have images taken of children participating in sports. While the great majority of images are appropriate and are taken in good faith, it is a fact that images can be misused and children can be put at risk if common-sense procedures are not observed.

POLICIES
1. The publishing of a photograph of NST swimmers under 18 either on an NST bulletin board or in an NST-related published article or video recording (including video streaming) of swimming competitions will only be done with parents’ consent per the attached form.
2. A parent or guardian has a right of refuse to have children photographed. The exercise of this right of refusal will not be used as grounds for refusing entry into a swimming competition. Therefore any photo that may go to press or on a bulletin board, be it through a member of the club or official photographer, should receive parental consent before publishing and/or display.
3. This policy is in effect at NST conducted events, e.g. practice, swim meets, social events.
4. All photographs must observe generally accepted standards of decency in particular:
a. Action shots should be a celebration of the sporting activity.
b. Action shots should not be taken or retained where the photograph reveals 
    a torn or displaced swim suit.
c. Photographs should not be taken from behind swimming blocks at the start    
    of a race or exhibit a child climbing out of the swimming pool.
d. Photographs should not be taken in locker rooms or bathrooms. 
        5.  The consent form is a YES or NO decision. NST will not accept consents for 
specific or individual displays, media or locations.  
        6.  The consent form need only be completed once for a family’s entire 
membership with NST.

PROCEDURES
         1. All families will complete the consent form at registration. Completed forms 
will be retained by the NST Secretary.
        2.  Families may reverse their consent at any time by contacting the NST head 
coach or BOD Secretary.
   










Photography Consent Form

NST may wish to take photographs (individual and in groups) of swimmers under the age of 18 that may include your child during their membership on the team.  All photos will be taken and published in line with team policy.  The team requires parental consent to take and use photographs. Parents have a right to refuse agreement to their child being photographed.

Please select EITHER Option A or Option B

OPTION A- As the parent/caregiver of ___________________________________________, I consent that photographs may by used on the NST secure website, in newspaper articles, bulletin boards, videos for training purposes only


Signed: _______________________________________________________________

Dated: ________________________________________________________________


OPTION B - As the parent/caregiver of ___________________________________________, I DO NOT CONSENT to NST taking or using photographs of my swimmer(s).


Signed: _______________________________________________________________

Dated: ________________________________________________________________


Please return this competed form to the NST BOD Secretary
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THIS POLICY APPLIES TO:



In-Program Contact: Any contact (including communications, interactions or activities) between an Adult Participant and any Minor Athlete(s) related to participation in sport. Examples include, but are not limited to: competition, practices, camps/clinics, training/instructional sessions, pre/post event meals or outings, team travel, video review, team- or sport-related team building activities, celebrations, award ceremonies, banquets, team- or sport-related fundraising or community services, sport education, competition site visits, conventions and/or summits.



Adult Participants: Any adult 18 years of age or older who is a:

· USA Swimming member, either athlete or non-athlete; 

· Participating non-member (e.g., meet marshals, meet computer operators, timers, etc.); 

· Authorized, approved or appointed by USA Swimming, Zones, Local Swimming Committees (“LSCs”) or member clubs to have regular contact with (e.g., ongoing interactions during a 12-month period wherein the individual is in a role of active engagement) or authority over Minor Athletes; and/or

· Within the governance or disciplinary jurisdiction of USA Swimming, Zones, LSCs or member clubs. 



GENERAL REQUIREMENT



USA Swimming Zones, LSCs and member clubs are required to implement this Minor Athlete Abuse Prevention Policy in full. The Minor Athlete Abuse Prevention Policy must be reviewed and agreed to in writing by all athletes, parents/legal guardians, coaches and other non-athlete members of member clubs on an annual basis with such written agreement to be retained by the club or LSC, as applicable. 

[bookmark: _Hlk2252116]

DEFINITIONS



Athlete:  A USA Swimming athlete member.



Authority: When one person’s position over another person is such that, based on the totality of the circumstances, they have the power or right to direct, control, give orders to, or make decisions for that person (e.g., when a power imbalance exists). 



Dual Relationship: When an Adult Participant has a relationship with a Minor Athlete that is outside of the sport program. Examples of Dual Relationships include, but are not limited to, family members, mental health professionals, teachers, medical professionals and family friends. 



Emergency Circumstances: A serious, unexpected and possibly dangerous situation that requires quick action and cannot be avoided. Emergency circumstances include, but are not limited to: a physical, mental or emotional medical emergency involving the Minor Athlete, relative of the Minor Athlete or relative of an Adult Participant; a Minor Athlete’s suicidal ideations/behavior; a report of abuse; a severe weather event; and last-minute practice changes.



Electronic Communication: Includes, but not limited to, phone calls, emails, videoconferencing, video coaching, text-messaging and social media.



Event or Facility Under Partial or Full Jurisdiction: Includes any USA Swimming sanctioned event (including all travel and lodging in connection with participation in the event) or any facility that USA Swimming, Zones, LSCs or member clubs owns, leases or rents for practice, training or competition.



In-Program: Activities related to participation in sport. Examples include, but are not limited to: competition, practices, meetings, camps/clinics, training/instructional sessions, pre/post event meals or outings, team travel, video review, team- or sport-related team building activities, celebrations, award ceremonies, banquets, team- or sport-related fundraising or community services, sport education, competition site visits, conventions, conferences, summits and/or workshops.



In-Program Contact: Any contact (including communications, interactions or activities) between an Adult Participant and any Minor Athlete(s) related to participation in sport. Examples include, but are not limited to contact occurring at or related to: competition, practices, meetings, camps/clinics, training/instructional sessions, pre/post event meals or outings, team travel, video review, team- or sport-related team building activities, celebrations, award ceremonies, banquets, team- or sport-related fundraising or community services, sport education, competition site visits, conventions, conferences, summits and/or workshops.



In-Program Massage: Any Massage involving an Adult Participant and any Minor Athlete(s) related to participation in sport. Examples include, but are not limited to Massage occurring at or related to: competition, practices, meetings, camps/clinics, training/instructional sessions, pre/post event meals or outings, team travel, video review, team- or sport-related team building activities, celebrations, award ceremonies, banquets, team- or sport-related fundraising or community services, sport education, competition site visits, conventions, conferences, summits and/or workshops.



In-Program Travel: Any transportation or travel involving an Adult Participant and any Minor Athlete(s) related to participation in sport authorized or funded by the Organization. Examples include, but are not limited to transportation or travel to or related to: competition, practices, meetings, camps/clinics, training/instructional sessions, pre/post event meals or outings, team travel, video review, team- or sport-related team building activities, celebrations, award ceremonies, banquets, team- or sport-related fundraising or community services, sport education, competition site visits, conventions, conferences, summits and/or workshops.



Massage: Any massage, rubdown, athletic training modality including physical modalities (e.g., stretching, physical manipulation, injury rehabilitation, etc.) and electronic or instrument assisted modalities (e.g., stim treatment, dry needling, cupping, etc.).



Minor Athlete: An athlete under 18 years of age who is a USA Swimming member or was a USA Swimming member within the previous 12 months.



Organization: Newport Swim Team



EXCEPTIONS

[Note: Exceptions apply only where specified]



Close-In-Age Exception: In-Program Contact between an Adult Participant and a Minor Athlete is permitted if:

a. The Adult Participant has no authority over the Minor Athlete; and

b. The Adult Participant is not more than four years older than the Minor Athlete.



Dual Relationship Exception: An Adult Participant has a dual role or relationship with a Minor Athlete. This exception requires written consent of the Minor Athlete’s parent/legal guardian at least annually.

























ONE-ON-ONE INTERACTIONS



I. Observable and Interruptible

All one-on-one In-Program Contact interactions between a Minor Athlete and an Adult Participant must occur at an observable and interruptible distance from another adult, except: 

a. In emergency circumstances;

b. When a Dual Relationship exists; and/or

c. When the Close-In-Age Exception applies.

































































































MEETINGS AND INDIVIDUAL TRAINING SESSIONS



I. Meetings

a. Meetings between a Minor Athlete and an Adult Participant may only occur if another adult is present and where interactions can be easily observed and at an interruptible distance from another adult.

b. If a one-on-one meeting takes place, the door to the room must remain unlocked and open. If available, it must occur in a room that has windows, with the windows, blinds, and/or curtains remaining open during the meeting. 

c. Meetings must not be conducted in an Adult Participant or Athlete’s hotel room or other overnight lodging location during In-Program Travel. 



II. Meetings with Licensed Mental Health Care Professionals and/or Health Care Providers

If a licensed mental health care professional and/or health care provider meets one-on-one with a Minor Athlete at an Event or Facility Under Partial or Full Jurisdiction of the Organization in conjunction with participation, the meeting must be observable and interruptible by another adult, except if:

a. The door remains unlocked;

b. Another adult is present at the facility;

c. The other adult is advised that a closed-door meeting is occurring although the Minor Athlete’s identity does not need to be disclosed; 

d. The Organization is notified that the licensed mental health care professional and or health care provider will be meeting with a Minor Athlete; and

e. The licensed mental health care professional and/or health care provider obtains consent consistent with applicable laws and ethical standards, which can be withdrawn at any time.  



III. [bookmark: _Hlk68728006]Individual Training Sessions

a. In-Program one-on-one individual training sessions outside of the regular course of training and practice between Adult Participants and Minor Athletes must be observable and interruptible by another adult, except:

i. When a Dual Relationship exists; and/or

ii. When the Close-In-Age Exception applies.

b. The Adult Participant providing the individual training session must receive advance, written consent from the Minor Athlete’s parent/legal guardian at least annually, with a copy provided to the Newport Swim Team, which can be withdrawn at any time. 

c. Parents/legal guardians must be allowed to observe the individual training session. 









































ELECTRONIC COMMUNICATIONS



I. Content

All Electronic Communication from Adult Participants to Minor Athletes must be professional in nature.



II. Open and Transparent

a. If an Adult Participant communicates one-on-one with a Minor Athlete via Electronic Communications, the Minor Athlete’s parent/legal guardian must be copied or included. If a Minor Athlete communicates to the Adult Participant privately first, said Adult Participant must copy or include the Minor Athlete’s parent/legal guardian on any Electronic Communication response to the Minor Athlete. Adult Participants must only use Electronic Communication platforms that allow for Open and Transparent communication. 

b. The following exceptions apply to Section II(a):

i. In emergency circumstances;

ii. When a Dual Relationship exists; and/or

iii. When the Close-In-Age Exception applies.

c. When an Adult Participant communicates electronically to the entire team or any number of Minor Athletes on the team, said Adult Participant must copy another Adult Participant.



III. Requests to Discontinue

Parents/legal guardians may request in writing that their Minor Athlete not be contacted through any form of electronic communication by the Organization or by an Adult Participant subject to this Policy. The Organization must abide by any such request that the Minor Athlete not be contacted via electronic communication, or included in any social media post, absent emergency circumstances.



IV. [bookmark: _Hlk2080411]Hours

Electronic communications must only be sent between the hours of 5:00 a.m. and 9:00 p.m. local time for the location of the Minor Athlete, unless emergency circumstances exist, or during competition travel.



V. Prohibited Electronic Communication

a. Adult Participants are not permitted to maintain private social media connections with Minor Athletes and such Adult Participants are not permitted to accept new personal page requests on social media platforms from Minor Athletes, unless the Adult Participant has a fan page, or the contact is deemed as celebrity contact as opposed to regular contact. Existing social media connections with Minor Athletes must be discontinued. Minor Athletes may “friend”, “like” or “follow” the Organization’s official page.

b. Adult Participants must not send private, instant or direct messages to a Minor Athlete through social media platforms. 

c. The following exceptions apply to Section V:

i. When a Dual Relationship exists; and/or

ii. When the Close-In-Age Exception applies.

























IN-PROGRAM TRAVEL AND LODGING



I. [bookmark: _Hlk68728628]Transportation

a. During In-Program Travel, observable and interruptible environments must be maintained.

b. An Adult Participant must not transport a Minor Athlete one-on-one during In-Program Travel and must always transport at least two Minor Athletes or another Adult Participant, except: 

i. In emergency circumstances;

ii. When a Dual Relationship exists;

iii. When the Close-In-Age Exception applies; and/or

iv. The Minor Athlete’s parent/legal guardian has provided, at least annually, written consent for the Adult Participant to transport the Minor Athlete one-on-one, which can be withdrawn at any time.

c. [bookmark: _Hlk62851309]Adult Participants, including team managers and chaperones, who travel with the Organization must be USA Swimming non-athlete members of USA Swimming.



 




II. [bookmark: _Hlk5186876]Lodging

a. An Adult Participant must not share hotel room, sleeping arrangement or overnight lodging location with an Athlete.

b. During In-Program Travel, all In-Program Contact in a hotel room, sleeping arrangement or overnight lodging location between an Adult Participant and a Minor Athlete must be observable and interruptible. 

c. During In-Program Travel, when doing room checks, two-deep leadership (two Adult Participants should be present) and observable and interruptible environments must be maintained.

d. The following exceptions apply to II(a), (b) and (c):

i. When a Dual Relationship exists, the Adult Participant is not a coach, and the Minor Athlete’s parent/legal guardian has provided advance, written consent for the lodging arrangement; and/or

ii. When the Close-In-Age Exception applies and the Minor Athlete’s parent/legal guardian has provided advance, written consent for the lodging arrangement.

e. Minor Athletes should be paired to share a hotel room, sleeping arrangement or overnight lodging location with other Minor Athletes of the same competition category and of similar age. 



III. Written Consent 

[bookmark: _Hlk68787074][bookmark: _Hlk68787063]A Minor Athlete’s parent/legal guardian must provide written consent, at least annually, for all In-Program Travel and lodging during In-Program Travel, which can be withdrawn at any time. 



IV. Meetings

a. Meetings during In-Program Travel must be conducted consistent with the One-on-One Interactions section of this Policy (e.g., any such meeting must be observable and interruptible). 

b. [bookmark: _Hlk68877120]Meetings must not be conducted in an Adult Participant or athlete’s hotel room or other overnight lodging location during In-Program Travel.















LOCKER ROOMS AND CHANGING AREAS



I. Requirement to Use Locker Room or Changing Area

The designated locker room or changing area must be used when an athlete or Adult Participant changes, in whole or in part, into or out of a swimsuit when wearing just one suit (e.g., deck changing is prohibited). 



II. Observable and Interruptible

All In-Program Contact between Adult Participants and Minor Athletes in a locker room, changing area or similar space must be observable and interruptible, except: 

a. In emergency circumstances;

b. A Dual Relationship exists; and/or

c. The Close-In-Age exception applies.



III. Private or Semi-Private Space for Minor Athletes

The Organization must provide a private or semi-private place for Minor Athletes that need to change clothes or undress at Events or Facilities Under Partial or Full Jurisdiction of the Organization.



IV. Use of Recording Devices

Use of any device’s (including a cell phone’s) recording capabilities, including voice recording, still cameras and video cameras in locker rooms, changing areas, or similar spaces by a Minor Athlete or an Adult Participant is prohibited. 



V. Undress

Adult Participants must not change clothes or behave in a manner that intentionally or recklessly exposes his or her breasts, buttocks, groin or genitals to a Minor Athlete under any circumstance. An Adult Participant must not request a Minor Athlete to expose the Minor Athlete’s breasts, buttocks, groin or genitals to the Adult Participant under any circumstance. Nothing in this section shall be construed to apply to areas of the body exposed while wearing swimwear which conforms to the current concept of the appropriate for the individual’s competition category. 



VI. Showers

a. Adult Participants must not shower with Minor Athletes unless:

i. The Adult Participant meets the Close-in-Age Exception; and/or

ii. The shower is part of a pre- or post-activity rinse while wearing swimwear.

b. Parents/legal guardians may request in writing that their Minor Athlete(s) not change or shower with Adult Participants during In-Program Contact. The Organization must abide by such a request.



VII. Monitoring

The Organization must regularly and randomly monitor the use of locker rooms and changing areas to ensure compliance with this Policy. Locker rooms and changing areas may be monitored by use of the following methods:

a. Conducting a sweep of the locker room or changing area before athletes arrive; 

b. Posting staff directly outside the locker room or changing area during periods of use; 

c. Leaving the doors open when adequate privacy is still possible; and/or

d. Making occasional sweeps of the locker rooms or changing areas with women checking on female locker rooms and men checking on male locker rooms. 



Every effort must be made to recognize when a Minor Athlete goes to the locker room or changing area during practice and competition, and, if the Minor Athlete does not return in a timely fashion, to check on the Minor Athlete’s whereabouts. 





VIII. Parents/legal guardians in Locker Rooms or Changing Areas

If a parent/legal guardian enters a locker room or changing area, it must only be a parent/legal guardian of the same competition category and the parent/legal guardian should notify a coach or administrator in advance. 











































































































MASSAGES, RUBDOWNS AND ATHLETIC TRAINING MODALITIES



I. General Requirement

Any In-Program Massage performed on an athlete must be conducted in an observable and interruptible location and must be performed by a licensed massage therapist or other certified professional. However, even if a coach is a licensed massage therapist, the coach must not perform a rubdown or massage of an athlete under any circumstance. 



II. Additional Minor Athlete Requirements

a. Written consent by a parent/legal guardian must be obtained in advance at least annually by the licensed massage therapist or other certified professional which can be withdrawn at any time. 

b. Parent/legal guardians must be allowed to observe the Massage, except for competition or training venues that limit credentialing. 

c. Any Massage of a Minor Athlete must be done with at least one other Adult Participant physically present and must never be done with only the Minor Athlete and the person performing the Massage in the room. 

d. Any Massage of a Minor Athlete must be performed with the Minor Athlete fully or partially clothed, ensuring that the breasts, buttocks, groin or genitals are always covered. Nothing in this section shall be construed to apply to areas of the body exposed while wearing swimwear which conforms to the current concept of the appropriate for the individual’s competition category.

Click or tap here to enter text.
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