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GENERAL

A. GENERAL VISION STATEMENT – Ramona Swim Team (RST) will be a world-class swim team where champions and success are inevitable.

B. MISSION STATEMENT - Our mission is to build responsible healthy citizens of quality character through exceptional aquatics programs in a safe environment.

C. GOVERNING DOCUMENTS – These are the major documents that govern the RST.  All documents and changes may be made by the BOD and will be posted on the team website.
1.  
By-Laws – RST operates under a set of By-Laws.  These are our corporate governance documents.  Modifications to this document may only be made by action of the RST Board of Directors (BOD).  RST is governed by a BOD and various committees as the Board deems necessary.

2.  
Policy and Procedure Manual – This Policy and Procedures Manual is published by RST for the purpose of defining the day to day operations and governance of RST.  

3.  
Team Handbook – The Team Handbook is developed to supply members of RST key information needed for understanding and participating in the RST.
4.
Employee Handbook – This Handbook outlines all Personnel Policies and Procedures.

D. 
APPLICABILITY 
1. 
These policies are binding on all RST registered athletes, members, and BOD. Requests to deviate from these policies must be submitted in writing to the President and approved by the BOD, or as otherwise specified. 

2. 
It is the responsibility of members to inform their registered athletes of the contents of these policies. A copy of these policies and subsequent changes will be provided each member through the team website at www.ramonaswimteam.com 

E. 
CHANGES 
1. 
Changes/amendments to the Policies may be adopted by the BOD provided that any proposed policy or amendment shall have been submitted in writing to the President and Secretary at least 15 days in advance and to every member of the BOD at least 15 days in advance of the meeting at which the proposal will be considered. 

2. 
Changes to the Procedures may be made by the BOD upon 7 days’ notice to the Board. Votes may be obtained by electronic means. 

F. BOD - ELECTED OFFICERS
1. 
President – The President handles all club affairs and is responsible for the overall program.  The President shall be the chief executive officer of the RST and, in general, shall supervise and control all of the business and affairs of the RST.  The President may sign, with the Secretary or any other proper Officer of the RST authorized by the BOD, any deeds, mortgages, bonds, contracts, or other instruments or documents which the BOD has authorized to be executed; and he/she shall perform all such other duties as may be prescribed by the BOD from time to time.

2.  Secretary - The Secretary shall keep the minutes of the meetings of the BOD; see that all notices are duly given in accordance with the provisions of the Bylaws or as required by law; be custodian of the corporate records and seal; and perform such other duties as from time to time may be assigned to him/her by the President or by the BOD.  
3.  Treasurer - The Treasurer shall be responsible for all funds and securities of the RST; receive and give receipts for monies due and payable to the RST and deposit all such monies in the name of the RST in such banks, trust companies or other depositories as shall be selected in accordance with the provisions of the Bylaws; and perform such other duties as from time to time may be assigned to him by the President or by the BOD.  If required by the BOD, the Treasurer shall give a bond for the faithful discharge of his duties in such sum and with such surety or sureties as the BOD shall determine.
G. PAID AND VOLUNTEER STAFF POSITIONS

1. Team Administrator/Bookkeeper - Handles all duties directed by the President of RST with the approval of the BOD for functions not covered by an elected officer or other volunteer position. Works with the treasurer to maintain all financial records and financial transactions for the swim team.  The RST BOD may approve compensation for this position through the budgetary process.  The RST BOD may approve compensation for this position through the budgetary process.  Duties for this position are outlined in the procedures section.
2. Head Coach - The Head Coach shall be responsible for the management and oversight of the team.  The Head Coach shall establish practice hours, group criteria, group enrollment limits, and any other areas of concern deemed important by the BOD.  All staff support staff and coaches shall be hired and supervised by the Head Coach. The Head Coach shall submit reports to the BOD, maintain professional contacts and continued education, and maintain effective communication with BOD, parents and the community. 

3. Assistant Coach - Assigned to work under the direct supervision of the Head Coach.  An Assistant Coach must meet all certification requirements required by the LSC and USA Swimming.  Additional training may be required by the President and BOD. Certifications must always be current. Assistant Coaches may be on deck supervising Instructors and working with swimmers. Duties for this position are outlined in the procedures section.
4. Instructors – Assigned to work under the direct supervision of the Head Coach.  An instructor must have current CPR, First Aid, and Lifeguard certifications.  Additional training may be required by the President and BOD.  Instructors may not work with swimmers without a certified Head or Assistant Coach on deck at all times. Duties for this position are outlined in the procedures section.
H.  COMMITTEES REPORTING TO THE BOD

All committees report directly to the BOD and will be formed as needed.  Committees make recommendations and act after approval from the BOD.  Each committee will be chaired by a member of the BOD.  Other committee members will come from the general membership.   
BOARD RELATED POLICIES
A.  
BOD MEETING POLICY

1. RST has regularly schedule BOD meetings in accordance with team by-laws.  Items may be placed on the meeting agenda by any member of the RST by submission to the President at least 10 days prior to the meeting date.
2. BOD meetings are open to all members of RST.  Issues pertaining to personnel, disciplinary action, legal, tax, or similar affairs of RST shall be deliberated and decided in a closed executive session which only BOD members may attend.  By a majority vote on a motion of a question of privilege, the BOD may decide to go into executive session on any matter deserving of confidential treatment or of personal concern to any member of the Board.

B. CONFLICT OF INTEREST POLICY
Upon election to the RST BOD each member will sign the Conflict of Interest Statement (Appendix A). Annually, each member will sign a document asserting that he/she has complied with the Statement during the past year. 

C.  
REPORTING POLICY
1.
Monthly/Quarterly Coaches Report – The Head Coach shall submit a coach’s report to the BOD.  These reports will be reviewed at the BOD meetings and may be posted on the team website.  This report may include the following areas:
· Number of athletes/participants

· Time standards achieved

· Meet reports

· Publicity generated

· Financial variations from approved budget

· Travel

· Special projects

· Staff notes

· Group Goal achievements

2. BOD Binders – The BOD, as well as any formal Committees, will maintain binders with pertinent information.  
a. Presidents Binder
b. Secretary’s Binder
a. Meeting Minutes
b. Agendas
c. Any documents that were presented at BOD meetings
c. Treasurers Binders 
1) Annual binder for financial documents 
a. Copies of bills noted with check numbers of payment
b. Treasurer’s Report
c. Collections Report
2) Penda flex Folder (maintained by Team Bookkeeper)
a.  Federal documents 

b. W-4’s for all of our past & current employees

c. All employment records for staff

d. Copies of Federal payroll tax payments (these are paid on-line)

e. Copies of all Federal payroll tax report filings

f. Each year’s W-2’s/W-3’s (annual payroll filings)

g. 990N (Federal tax filing)

h. State documents folder has documents that have been filed with the state and correspondence that has come from the state.

i. Secretary of State – Statement of Information

ii. Articles of Inc. for a 501(c)3

iii. Copies of State payroll tax payments (these are paid on-line)

iv. Copies of all State payroll tax report filings

i. Permanent documents folder has various miscellaneous documents including:

i. Internal Revenue Service notification of our Tax ID number

ii. Internal Revenue Service notification of our 501(c)3 status
iii. Franchise Tax Board notification of our tax-exempt status

d. Committee Binders
1) Committee meeting Agenda
2) Committee meeting Minutes

3) Any supporting documents to meeting minutes

4) Any correspondence or recommendations sent to the BOD

D. RECORD MAINTENANCE POLICY
1. Document Retention and Destruction - RST will maintain all records in accordance with the AICPA guidance.

a. Paper or electronic documents indicated under the terms for retention in the following section will be transferred and maintained by the Secretary;
b. All other paper documents will be destroyed after three years;

c. All other electronic documents will be deleted from all individual computers, databases, networks, and back-up storage after one year;

d. No paper or electronic documents will be destroyed or deleted if pertinent to any ongoing or anticipated government investigation or proceeding or private litigation; and

e. No paper or electronic documents will be destroyed or deleted as required to comply with government auditing standards.

	Type of Document
	Minimum Retention Requirement

	Accounts payable ledgers and schedules
	7 years

	Audit reports
	Permanently

	Bank reconciliations
	2 years

	Bank statements
	3 years

	Checks for important payments and purchases
	Permanently

	Contracts, mortgages, notes and leases (expired)
	7 years

	Contracts (still in effect)
	Contract period

	Correspondence (general)
	2 years

	Correspondence (legal and important matters)
	Permanently

	Correspondence (with customers and vendors)
	2 years

	Deeds, mortgages, bill of sale
	Permanently

	Depreciation schedules
	Permanently

	Duplicate deposit slips
	2 years

	Employment applications
	3 years

	Expense analyses/expense distribution schedules
	7 years

	Year-end financial statements
	Permanently

	Insurance records, current accident reports, claims, policies and so on (active and expired)
	Permanently

	Internal audit reports
	3 years

	Inventory records for products, materials, and supplies
	3 years

	Invoices (to customers, from vendors)
	7 years

	Minute books, bylaws, and charter
	Permanently

	Payroll records and summaries
	7 years

	Personnel files (terminated employees)
	7 years

	Tax returns and worksheets
	Permanently

	Timesheets
	7 years

	Withholding tax statements
	7 years


2. RST will maintain records and key information for all members.  The following records will be maintained in the RST Team Unify database that can be accessed through www.ramonaswimteam.com.
a. Information on each member to include contact information, birth date, and group.

b. Official meet results

c. Attendance of athletes

d. Team records

e. Time standard achievements

f. Other records the BOD and coaches feel are important for operation.

E. 
MEMBERSHIP AND DUES POLICY
1. 
RST Membership – Information for membership requirements and dues are outlined in the team handbook and on the team website.
2. 
USA Swimming Membership – Information for membership requirements are outlined in the team handbook.  All competitor members, volunteers, officials, coaches, instructors, and BOD must be current members of USA Swimming.  This membership ensures adequate insurance is provided to the team and its members.

3.
Scholarships - RST will provide scholarships for athletes unable to financially participate in RST activities without assistance.  Members requesting a scholarship must follow the procedures outlined in the procedures section.
F. PRIVACY POLICY 
1.  RST shall treat as private and not release, publish, sell, trade or otherwise distribute in any manner any information collected regarding members of RST except for those items listed herein. The release of other information shall require written authorization of the member or, in the case of a minor athlete, the athlete’s parent(s) or legal guardian(s). 

2.
Items which may be released without written authorization: 1) member’s name; 2) member’s age; 3) club affiliation; 4) time and place achieved in an event; 5) any award and/or honor achieved by the member; and 6) contact information for officers, coaches, or officials. 

3.
Such policy shall not be interpreted to prohibit the RST from using the information held in furtherance of its exempt function. In no case shall RST permit the use of member demographic information by third parties. 

G. OFFICIALS POLICY
1.
RST will recruit and maintain a minimum of one certified, trained USA Swimming official for every 20 registered competitive team swimmers.

2.    RST will pay for all costs associated with obtaining and maintaining certification for officials.  RST will purchase officials’ uniforms, as approved by the LSC for each official.

3.
For each session an official volunteers RST will cover all meet fees for one child participating in that meet.  For officials that volunteer and do not have a child in that meet, RST will credit future meets.
H.  TRAVEL POLICY

Team Travel is defined as overnight travel to a swim meet or other team activity that is planned and supervised by RST or LSC.  The team travel policy set forth by the LSC will also be in effect.
1. Club travel policies must be signed and agreed to by all athletes, parents, coaches and other adults traveling with the club prior to team travel.

2. Team managers and chaperones must be members of USA Swimming and have successfully passed a USA Swimming-administered criminal background check.

3. Regardless of gender, a coach shall not share a hotel room or other sleeping arrangement with an athlete (unless the coach is the parent, guardian, sibling, or spouse of that particular athlete). 

4. When only one athlete and one coach travel to a competition, the athlete must have his/her parents’ (or legal guardian’s) written permission in advance to travel alone with the coach.  

5. During team travel, when doing room checks, attending team meetings and/or other activities, two-deep leadership and open and observable environments should be maintained.

6. Athletes should not ride in a coach’s vehicle without another adult present who is the same gender as the athlete, unless prior parental permission is obtained.

7. During overnight team travel, if athletes are paired with other athletes they shall be of the same gender and should be a similar age. Where athletes are age 13 & over, chaperones and/or team managers would ideally stay in nearby rooms. When athletes are age 12 & under, chaperones and/or team managers may stay with athletes. Where chaperones/team managers are staying in a room with athletes, they should be the same gender as the athlete and written consent should be given by athlete’s parents (or legal guardian).

8. When only one athlete and one coach travel to a competition, at the competition the coach and athlete should attempt to establish a “buddy” club to associate with during the competition and when away from the venue.

9. To ensure the propriety of the athletes and to protect the staff, there will be no male athletes in female athlete’s rooms and no female athletes in male athlete’s rooms (unless the other athlete is a sibling or spouse of that particular athlete).

10. A copy of the Club Code of Conduct must be signed by the athlete and his/her parent or legal guardian.

11. A signed Liability Release and/or Indemnification Form for each athlete must be signed.

12. Coaches will carry a signed Medical Consent or Authorization to Treat Form for each athlete. 

13. Curfews shall be established by the team each day of the trip.

14. Team members and staff traveling with the team will attend all team functions including meetings, practices, meals, meet sessions, etc. unless otherwise excused or instructed by the President or his/her designee.

15. The directions & decisions of coaches/chaperones are final. 

16. Swimmers are expected to remain with the team at all times during the trip. Swimmers are not to leave the competition venue, the hotel, a restaurant, or any other place at which the team has gathered without the permission/knowledge of the coach or chaperone.

17. When visiting public places such as shopping malls, movie theatres, etc. swimmers will stay in groups of no less than three persons. 12 & under athletes will be accompanied by a chaperone.

I. FINANCIAL CONTROL POLICY


The purpose of financial management in the operation of all RST activities is to fulfill the organization’s mission in the most effective and efficient manner and to remain accountable to stakeholders, including clients, partners, funders, employees, and the community. In order to accomplish this, RST commits to provide accurate and complete financial data for internal and external use by the President and the BOD.

1. The BOD is ultimately responsible for the financial management of all activities.

2. The Treasurer is authorized to act on the Board’s behalf on financial matters when action is required in advance of a meeting of the BOD.

3. The Treasurer is responsible for the day-to-day financial management of the organization. 

4. The Board authorizes the Treasurer pay bills, receive funds, and maintain bank accounts.

5. The President, Treasurer and Head Coach are authorized to sign checks up to $500. Checks for amounts greater than $500 shall require the approval of the BOD.

6. The President and Treasurer are authorized to enter into contracts for activities that have been approved by the Board as a part of budgets or plans. The BOD must authorize any contracts outside of these parameters and all contracts with a financial value greater than $1,000.

7. The Treasurer is authorized to manage expenses within the parameters of the overall approved budget, reporting to the BOD on variances and the reason for these variances.

8. The BOD must approve any use of the Board designated cash reserve fund.

9. The Treasurer shall:

a. Account for donor restricted and Board designated funds separately from general operating funds, and clearly define the restrictions applicable to these funds.

b. Report the financial results of RST operations on the schedule established by the BOD, but at least quarterly.

c. Pay all obligations and file required reports in a timely manner.

d. Make no contractual commitment for bank loans, corporate credit cards, or for real estate lease or purchase without specific approval of the Board.

e. Record fixed assets with a purchase price of $1000 and above in accounting records as capital assets. Depreciation of capital assets will not exceed five years for furniture and equipment or three years for computer and other technology equipment.

f. Limit vendor credit accounts to prudent and necessary levels.

g. Obtain competitive bids shall for items or services costing in excess of $500 per unit. Selection will be based on cost, service and other elements of the contract. RST may award the bid to any provider and is not required to accept the lowest cost proposal.

10. The BOD shall:

a. Review financial reports at each board meeting.

b. Provide adequate training to members to enable each member to fulfill their financial oversight role.

11. No advances of funds to employees, officers, or directors are authorized. Direct and necessary expenses including travel for meetings and other activities related to carrying out responsibilities shall be reimbursed.

12. In no case shall RST borrow funds from any employee, officer, or director of the organization without specific authorization from the BOD.

13. In order to ensure that planned activities minimize the risk of financial jeopardy and are consistent with Board approved priorities, long-range organization goals, specific team objectives, the Treasurer shall:
a. Submit operating and capital budgets to the President in June for approval by the BOD in July to submit to the membership for approval in August.

b. Use responsible assumptions and projection background, with a general goal of an unrestricted surplus.

14. RST shall accept contributions of goods or services other than cash that are related to the programs and operations of RST. Any other contributions of non-cash items must be reviewed and approved by the BOD before acceptance.

15. In order to ensure that the assets of RST are adequately protected and maintained, the Treasurer shall:

a. Insure against theft and casualty losses to the organization and against liability losses to Board members, staff, or the organization itself to levels indicated in consultation with suitable professional resources.

b. Plan and carry out suitable protection and maintenance of property, building, and equipment.

c. Avoid actions that would expose the organization, its Board, or staff to claims of liability.

d. Protect intellectual property, information and files from unauthorized access, tampering, loss, or significant damage.

e. Receive, process, and disburse funds under controls that are enough to maintain basic segregation of duties to protect bank accounts, income receipts, and payments.

J.  FUNDRAISING POLICY AND ACCCEPTANCE OF GIFTS
1.  
RST may actively pursue fundraising to offset operational costs in an effort to keep membership dues and fees at a minimum.  

2.
The BOD may develop a Fundraising Committee, composed of at least one BOD member and two member volunteers.

3.
The Fundraising committee with use the following methods after approval of the BOD to try to solicit funds from outside sources:  email, personal contact, foundation grants, and accepting donations on the RST website.

4.
Any funds received will be documented as a donation and the donors will receive a letter and receipt of funds.

5.    In accordance with USA Swimming guidelines, RST will not accept any contribution, gift or bequest that is intended to benefit any individual family or member.  All contributions and gifts will be put into the general fund, the scholarship fund, or other fund to be used by the entire membership at the discretion of the BOD.  

6.    All fundraisers or donations to RST must be approved by the BOD prior to the fundraiser or donation.  No member of RST may participate in a fundraiser using the RST name without BOD approval.

K.  RESERVE MAINTENANCE POLICY
1.  RST will maintain a reserve fund in their savings account. This reserve fund is to be used for unexpected expenses, to save for future facility or staffing use, to pay for training, or any other expense deemed necessary to maintain or enhance operations. The BOD must approve the movement of funds from the reserve account to the operating account.
2.  The reserve fund should be maintained at a level of at least 50% of normal operating costs.

L.
AUDIT POLICY
1. RST may conduct an audit every two years or upon resignation or a change of the treasurer, bookkeeper, any check signer, or at any time deemed necessary by the BOD.

2. the treasurer should organize the financial documents in a manner which can easily be audited. The auditor should meet with the BOD and explain what is required to conduct an audit.

3. When possible, an outside auditor will be used.  The Treasurer will recruit an applicable auditor and the BOD will approve the auditor.

4. Audit procedures will be followed as addressed in the procedures section of this manual.

PERSONNEL PROCEDURES

A. 
HIRING PROCEDURE

1.  Recruitment and selection - RST believes in equal opportunity in employment practices without discrimination on the grounds of race, religious beliefs, color, gender, sexual orientation, physical disability, mental disability, place of origin, age, marital status, and source of income or family status. 

· The BOD is responsible to ensure employment practices conform to legislation and personnel policies.   
· An HR Committee will be formed when the need for recruiting a new Head Coach exists.  The BOD will interview and hire all Head Coaches.
· The Head Coach will make all employee selection decisions with the BOD approval for all Assistant Coaches and instructors

2.  Guidelines 
· Internal applicants who apply in writing for vacancies will receive an interview. 

· Recruitment activities may be conducted externally by the HR Committee to find suitable applicants if needed.
· An employment interview will be conducted before making an offer of employment.
· All candidates participating in an interview will be notified of the results. 

· One or preferably two reference checks will be conducted before making an offer of employment if the candidate has had previous experience.
· Employment tests may be conducted before making an offer of employment.
· A copy of the job description and required certifications will be provided to new employees.
3.  Employment Offers

· Offers will be written and include all terms of employment including: job title, start date, rate of pay, pay period information and eligibility for benefits. 

· All employees and volunteers of RST will sign a contract for employment annually.
· Information about hours of work and overtime compensation will be included for eligible employees. 

4.  Permanent employees will be asked to review and conform to all personnel policies outlined in the Employee Handbook. The employee will sign a letter indicating acceptance of the terms and conditions of the offer. 

5.  Temporary employees will receive employment letters that will include the termination date and/or terms for termination. Changes to the employment conditions, i.e. position or end date will be in writing. 
B. BACKGROUND SCREENING PROCEDURES
1. 
Background screening shall be done through the current mechanism in place with USA Swimming. 

2. 
All officials, volunteers and instructors shall be registered as non-athlete members and have passed the background screening program (if over the age of 18) and completed athlete protection training from USA swimming.
3. 
All RST designated volunteers and chaperones must have passed the background screening process and athlete protection training as well as be registered as non-athlete members with our LSC.
4.   All background screening records and certificates of completed training shall be maintained by the RST Team Administrator or Bookkeeper. 

C. CREDENTIALS AND CERTIFICATIONS FOR COACHES AND INSTRUCTORS
1. All coaches are required to have their coaching credentials as required by USA Swimming current and available and produce them if requested. 
2. Coaches and Instructors are required to complete all credentialed requirements prior to expiration and prior to employment.  All required certifications are listed on the team website.
3. Coaches and Instructors will be reimbursed for the cost of completing courses and requirements necessary for maintaining current credentials. 

D.  COMPENSATION PROCEDURES

1. Base salary structure 
a. RST is committed to establishing and maintaining competitive salaries, reflective of current market conditions while still ensuring the team is capable of remaining financially stable.

b. The Head Coach will be paid a base salary at a minimum of $500 per month.  This base salary is to cover all preparation, office work and meetings required of the Head Coach.  The Head Coach will be paid an hourly wage for all time worked on deck during practices.   A per diem per session will be paid for every swim meet worked.   The Head Coach salary will be negotiated annually and approved by the BOD.

c. Assistant Coaches and Instructors will be paid a base salary starting at minimum wage. All Assistant Coaches and Instructors will receive merit raise increases annually based on performance reviews.
d. The Bookkeeper/Team Administrator will be paid a base salary at a minimum of $400 per month.  This base salary will include all duties required to meet requirements of the BOD.  The Bookkeeper/Team Administrator salary will be negotiated annually and approved by the BOD.
2.  Individual salary decisions 
a. Individual employee salaries are set within the job salary range, based on their job performance and competency and the salary budget available. 

b. The President and Head Coach will perform annual performance checks and annual performance reviews with all staff members.

c. Annual adjustments are assigned based on performance and competence relative to the position and assigned objectives and as budget allows.  Staff may be given a minimum raise each year plus an additional amount if an additional continuing education course or training is completed. 
d. The BOD will approve all salary adjustments.
4. Swim Meets and Travel

a. Coaches will be paid a per diem for swim meets worked within our LSC.

b. For all championship meets and meets or travel outside of our LSC, the board of directors will be approved additional amount of per diem to ensure all appropriate costs are covered by the team.  The additional per diem amount must be approved by the BOD prior to the meet/travel.

5. Timecards and payment

a. All paid and volunteer staff positions will complete a timecard weekly and submit to their direct supervisor via email.

b. The Head Coach will submit their timecards to the President.

c. Assistant Coaches and Instructors will submit their timecards to the Head Coach.

d. The Head Coach will forward the approved timecard to the Bookkeeper for processing.

e. The Bookkeeper will process all paychecks.
FINANCIAL PROCEDURES

A. 
PAYMENTS BY MEMBERS
1.   All members must register annually and enter a credit or debit card on file for all payments.

2.   Members may choose to pay by check, but payments made by check must be paid in full before the season starts.  No credits or grace period will be given for cash payments.

3.   All installment plans must have a credit card on file.

4.   Any past due amounts must be paid in full prior to the start of a new season.

5.   Swimmers may not register for swim meets if their account is past due.

B.   PURCHASES 

1. The Treasurer, President and Head Coach are all permitted to make purchases either by check or debit card. 

2. Purchases may be made for under $500 without BOD approval if previously budgeted.
3. All purchases not budgeted must be approved by the BOD prior to purchase.

4. All receipts must be submitted to the Treasurer and Bookkeeper immediately.

5. Purchases made by other BOD or members must be approved by the Treasurer prior to purchase.  The Treasurer or President will reimburse the BOD or member only after receipt of invoice.
C.  BOOKKEEPER REPORTING AND DUTIES
1. Weekly 
a. update the Accounts Receivables
b. reply to emails
c. record income and expenses 
d. verify payroll hours for each employee.

2. Bi-weekly submit payroll to ADP.

3. Monthly 
a. reconcile bank accounts
b. update the budget spreadsheet
c. send out collection notices
d. track checks
e. prepare Treasurers Report.

4. Quarterly update budget vs. actual in the budget spreadsheet with calculations for % to date.
5. Annually Federal and State tax returns will be prepared.
E. TREASURER REPORTING
1. As needd
a. Email Wells Fargo Receipts to Bookkeeper

b. Reply to emails

c. Reimburse employees for approved purchases that have receipts

d. Purchase items for the team using the team debit card

2. Monthly

a. Check mailbox.  Take pictures and forward information to Bookkeeper if needed.  Make deposits if needed.

b. Double check bank reconciliations

c. Review budget spreadsheet, Accounts Receivable and Treasures Report received from Bookkeeper

d. Send out collection 2nd notices if Bookkeeper gets no response from 1st notice for A/R 

e. Maintain receipts and ensure there are receipts for every purchase indicated on the Treasurers Report

3. Quarterly

a. Prepare Treasurers Report Summary for BOD.

b. Include checks to ratify, discrepancy report, summary of overall financial status and make any key financial recommendations to ensure team stay financially sound.

c. Review Budget vs Actual in Budget spreadsheet with calculations for %-to-date and note any key discrepancies for the season. 

d. Make recommendations to President and Head Coach on changes that may be needed to ensure the team stay within budget.

4. Annually

a. Ensure Fed & State tax returns (due 15th day of 5th month after FYE - Jan 15) are completed

b. Review Budget vs Actual with President and Head Coach (July)

c. Review group dues pricing with President and Head Coach (July)

d. Prepare budget for next FY with input from President and Head Coach (July/August)

e. Finalize and present budget to the BOD for approval (August)

f. Prepare and present to general membership (Sep)

F. AUDIT PROCEDURES
1. The BOD will solicit the assistance from someone qualified outside of the RST to conduct the audit should an audit be needed. 

2. Preparation for an Audit - Collect all financial books, records and reports from the treasurer, including:

a. A copy of the last audit report;

b. Current bylaws and policies and procedures;

c. Originals of checkbook register, whether handwritten or computer generated, and canceled checks (including voided checks);

d. Originals of bank statements, bank book for each bank or savings account;

e. Deposits and supporting documents for the cash receipts;

f. Authorizations for payment with attached receipts;

g. Itemized statements and receipts of bills paid;

h. Monthly/Quarterly Treasurer’s Reports;

i. Original treasurer’s books/ledgers including back-up files (external storage device) if books are kept on a computer;

j. Financial Report by category for the period of the audit with or without budget comparison;

k. Copies of board minutes, including an adopted budget, any amendments that were approved during the year, approval of expenditures, and ratification of payments;

l. Committee reports from treasurer (e.g., fundraising, membership, etc.);

m. Any other information requested by the auditor;
n. Copy of Workers’ Compensation Annual Payroll Report form;
o. Copies of all required state and federal report forms;
p. Copies of the most recently filed IRS Form 990;
q. Copies of the applicable State Form 199 and RRF-1.

3. Audit Procedure and Recommendations

a. The Audit Checklist should be used, and each box marked in the negative should result in an audit recommendation. Audit each account separately. Check off items in red ink as they are reviewed. Do not correct errors. Ask the Treasurer or Bookkeeper to correct errors. After errors have been corrected, and the auditor is satisfied that the financial accounts are correct, the auditor needs to denote the ending date of the audit. If a manual ledger and check register exists, draw a double line across the ledger and checkbook register where the audit concludes and sign and date using red ink, “Audited by (name) on (date).” If a computerized accounting program is used, attach a copy of the cash account and the last page of the check register to the audit report filed with the secretary minutes, sign and date using red ink, “Audited by (name) on (date).”

b. The auditor ensures that the association’s financial transactions have been accurately recorded.
· Include bank name, bank address, type of account and the account number on each report.

· Start audit with records posted after the last audit. Verify the amount shown on the first bank statement (adjusted for outstanding checks and deposits per the prior audit) corresponds to the starting balance recorded in the checkbook register, ledger, and treasurer report, and the ending balance of the last audit.

· Confirm bank statement was reviewed by another non-check signer if the auditor had not been assigned that task.

· Verify there have been no ATM transactions.

· Make sure every check issued for the audit period is substantiated with an authorization for payment, the reason and budget line item for the disbursement, appropriate payee and a receipt or bill. Each authorization should be signed by the president and the secretary. If the check has cleared the bank verify that there are two signatures and that both were from authorized check signers. Verify authorization/ratification in the minutes. Note: Checks issued for pass-through funds do not require pre-authorization but should be ratified.

· Check that all bank charges and interest earned are recorded in the checkbook register, ledger and treasurer reports.

· Trace each deposit slip to bank statement and checkbook entries. Verify deposits are properly supported and that a Cash Verification Form (Forms, Chapter 9) or equivalent was used for each deposit. Verify that at least one of the signers of the form was an officer or committee chairman. Ensure money was deposited promptly.

· Ensure collection process is in place for returned checks that includes reimbursement of applicable bank charges. A returned check is treated as reverse income and reimbursed bank charges are treated as reverse expenses. Verify returned checks have been properly reported.

· Verify deposits and checks have been properly recorded in the treasurer’s reports.

· Verify the deposits and checks have been properly posted to the ledger and check register. Note: Request computer reports that show all the various accounts affected by the transaction.

· Verify that all income and expenditures are allocated into budgeted categories.

· Make certain that council, district, State and National PTA portions of the membership dues have been kept separate from other receipts.

· Make certain that the number of memberships agrees with membership chairman’s report and verify that membership monies collected correspond to membership monies forwarded.

· Ensure payment for insurance premiums.

· Make certain the money collected for a specific purpose (special projects, Founders Day, scholarship funds, council dues, etc.) has been so disbursed.

· Check event reports to verify receipts and expenditures have been properly reflected in the financial records.

· If an advance has been given, verify that receipts and/reimbursements have been received and properly recorded. If money was returned, verify it has been redeposited into the account.

· Compare figures on monthly treasurer and financial reports against ledger for accuracy.

· Ensure proper tax returns have been filed.

· Verify that all required state and federal report forms have been filed.

· The auditor should feel free to contact the treasurer if there are questions or issues needing clarification. If an error in recording a transaction is found, the auditor needs to recommend the entry be corrected. Any corrections made as a result of the audit need to be listed on the next treasurer’s report.

· The auditor should not be punitive in the report/recommendations. Difference of opinion as to process should not result in a recommendation if the treasurer’s records are correct. Some examples of recommendations are:

· Cash must be counted by two staff members and each must sign the Cash Verification Form. On xxxx, xxxx, xxxx, and xxxxx there was only one signature.

· Authorization for expenditure must be voted on by the BOD or association before checks are issued. Check numbers xxx, xxx, xxx were issued before authorizations were approved.

· Authorization forms must be signed by the secretary and president for check numbers xxxx, xxx and xxxx.

· Check numbers xxx, xxx and xxx were issued more than six months ago. They should be voided and investigated and reissued if necessary.

4. Audit Report
a. Prepare an Audit Report, including recommendations, for each bank account or savings account. The form should list the account bank, branch address and account number. The report is presented as follows:
a. Unless mismanagement is uncovered, the audit and recommendations are presented to the treasurer and president.
b. The report(s) and recommendations are then presented to, and the report adopted by, the BOD.
c. The report(s) is then presented to the membership for adoption. At the membership meeting read only the statement “I/The auditing committee has/have examined the records of the treasurer (and bookkeeper) of the RST and find them
1. to be correct,
2. to be substantially correct with recommendations, or
3. to be partially correct but more adequate accounting procedures are needed so that a more thorough audit report can be given, or
4. to be incorrect.”
b. The auditor, or in the case of an audit committee, each committee member, must sign the report. If there were recommendations, the president should state that the treasurer and executive board is or will be addressing the issues. The audit report is adopted by the association with the motion, “I move that the audit report be adopted.”
c. Whenever questions are raised by the membership, the president should appoint a committee to look into the concerns and report back to the BOD at the next meeting.
MEMBERSHIP PROCEDURES

A.  COMPLAINT RESOLUTION PROCEDURES

1.
One of the traditional swim team communication gaps is that some parents seem to feel more comfortable in discussing their disagreements over coaching philosophy with other parents rather than taking them directly to the coach. Not only is the problem never resolved, but in fact this approach often results in new problems being created.  This type of behavior is considered gossip and is disloyal to the team and coaches.  This behavior will tear the team apart and should not be tolerated by ANY team member or parent.  Listed below are some procedures for a parent raising some difficult issues with a coach:

a. Try to keep foremost in mind that you and the coach have the best interests of your child at heart. If you trust that the coach's goals match yours, even though his/her approach may be different, you are more likely to enjoy good rapport and a constructive dialogue.

b. Keep in mind that the coach must balance your perspective of what is best for your child with the needs of the team or a training group that can range in size from 10 - 60 members. On occasion, an individual child's interest may need to be subordinate to the interests of the group, but in the long run the benefits of membership in the group compensate for occasional short-term inconvenience.

c. If your child swims for an assistant coach always discuss the matter first with that coach, following the same guidelines and preconceptions noted above. If the assistant coach cannot satisfactorily resolve your concern, then ask that the President join the dialogue as a third party.
d. If another parent uses you as a sounding board for complaints about the coach's performance or policies, listen empathetically, but encourage the other parent to speak directly to the coach. He/she is the only one who can resolve the problem.
e. If your problem can not be resolved with the President, THEN go to the board president and ask for a meeting to resolve the issue in writing.  
f. AT NO TIME SHOULD ANYONE OTHER THAN THE COACHES OR BOARD PRESIDENT BE TOLD OF PROBLEMS OR CONCERNS.
2.  At the discretion of the President and BOD a panel may be assigned to investigate any matter brought to their attention by the submission of a written complaint.  All efforts to resolve an issue should be taken prior to the submission of a written complaint.  The investigative panel will be comprised of at least one member of the BOD, one paid coach, and three regular members of RST.

3.  The investigative panel shall determine if there is sufficient merit to justify a hearing by the BOD and shall notify the BOD of their findings.  The President shall either schedule a hearing or notify the complainant in writing of the decision to dismiss or of any corrective action taken.  Any decision of the President to dismiss a matter shall be binding on the whole RST.

B.  SCHOLARSHIP PROCEDURES

1.
Eligibility
a. Applicant’s family must qualify for Free or Reduced-Price lunches thru the National School Lunch Program (NSLP).

b. Applicants who qualify for Free Price lunches thru NSLP may be eligible for a reduced rate of 60% of the registration fee (40 percent discount).
c. RST will not cover the following costs associated with swim team membership:

1) Annual membership fee for competitive teams

2) other Swimming organizations’ fees (e.g. USA-Swimming membership - financial assistance may be available directly from those organizations),

3) required practice equipment

2. 
Verification
a. A Letter from the appropriate school district verifying participation in the Free NSLP Lunch Program for the current or upcoming school year.

b. Current verification requirements and applications are due by June 30th for consideration for the upcoming fiscal year. RST’s fiscal year runs from September 1st to August 31st.  
3. 
Application
a. Individuals may request financial assistance from the President or a team board member. 

b. The President and BOD shall review Financial Assistance requests. All information provided shall otherwise be kept confidential.

c. All requests must allow thirty days for processing. Requests will be notified by mail or phone of their funding status.

4. 
Guidelines for the Scholarship Approval Process

a. The BOD shall determine the availability of scholarship funds within the upcoming fiscal year’s budget each September. The goal for scholarship funds shall be 5% of the total monthly dues collected per year.

b. Financial Assistance requests must contain complete and true information.  Incomplete or falsified information shall result in denial of requests.

c. Applicants must meet the requirements of eligibility described in Section I, Eligibility.

d. Financial assistance shall not be granted for meet entries, USA Swimming Memberships, or equipment purchase.

e. All program participants granted financial assistance shall remain in good standing with program instructors and USA Swimming. Unsportsmanlike conduct and/or conduct detrimental to the program shall be grounds for removal of all financial assistance present and future. Failure to volunteer for team activities may also be grounds for dismissal from program. Revocation of scholarship assistance may be effective immediately, without advance notice for the above instances.

f. All interested participants must reapply annually for the Scholarship Program. Applications from individuals, who have not fulfilled volunteer requirements for the previous year, shall be denied.

g. RST reserves the right to terminate any and all scholarship assistance at any point during the fiscal year, due to extreme financial crisis of the team. RST shall give 30 days notification to the member upon revocation of the scholarship assistance in this instance.
h. In the event that the maximum scholarship funds available have been disbursed and additional applications are received, a waiting list shall be established based on the date of approval of the application. Upon dismissal of a scholarship member or availability of additional funds, scholarship assistance shall be offered based on position on the waiting list.
i. This list shall not be considered all-inclusive, and RST reserves the right to refuse financial assistance.
C.  ATHLETE INVOLVEMENT IN LSC OR USA SWIMMING
1.
Any athlete is encouraged to participate in Local and National governance of our sport.  

2. 
Athletes interested in supporting our Local Swim Committee (LSC) should notify the Head coach of their interest.  The Head Coach will then work with the President to nominate the swimmer to the LSC Board of Directors as an Athlete Member or to serve on committees representing our team.  Board meetings are held every other month.  Information on athlete participation can be found on our LSC website at SI-Swimming.com.

3.  Athletes that show commitment and work with the LSC for at least 2 years will be nominated and encouraged to work with committees at the USA Swimming level.
D. ANTI-BULLYING PROCEDURES

Bullying of any kind is unacceptable at the RST and will not be tolerated. Bullying is counterproductive to team spirit and can be devastating to a victim. The

RST is committed to providing a safe, caring and friendly environment for all our members.

If bullying does occur, all athletes and parents should know that incidents will be dealt with promptly and effectively. Anyone who knows that bullying is happening is expected to tell a coach, board member or athlete/mentor.

Objectives of the RST’s Bullying Policy and Action Plan:

1. To make it clear that the RST will not tolerate bullying in any form.

2. To define bullying and give all board members, coaches, parents and swimmers a good understanding of what bullying is.

3. To make it known to all parents, swimmers and coaching staff that there is a policy and protocol should any bullying issues arise.

4. To make how to report bullying clear and understandable.

5. To spread the word that RST takes bullying seriously and that all swimmers and parents can be assured that they will be supported when bullying is reported.

The USA Swimming Code of Conduct prohibits bullying. Generally, bullying is the use of aggression, whether intentional or not, which hurts another person. Bullying results in pain and distress.  The USA Swimming Code of Conduct defines bullying in 304.3.7. 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’s 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, practices, workouts and other events of a member RST or LSC).

REPORTING PROCEDURE

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

• Talk to your parents;

• Talk to a RST Coach, Board Member, or other designated individual;

• Write a letter or email to the RST Coach, Board Member, or other designated individual;

• 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 appropriate RST leadership as soon as possible to make sure that memories are fresh and behavior can be accurately recalled and the bullying behavior can be stopped as soon as possible.

HOW WE HANDLE BULLYING

If bullying is occurring during team‐related activities, we STOP BULLYING ON THE SPOT using the following steps:

1. Intervene immediately. It is ok to get another adult to help.

2. Separate the kids involved.

3. Make sure everyone is safe.

4. Meet any immediate medical or mental health needs.

5. Stay calm. Reassure the kids involved, including bystanders.

6. Model respectful behavior when you intervene.

If bullying is occurring at our RST or it is reported to be occurring at our RST, we address the bullying by FINDING OUT WHAT HAPPENED and SUPPORTING THE KIDS INVOLVED using the following approach:

FINDING OUT WHAT HAPPENED

1. First, we get the facts.

a. Keep all the involved children separate.

b. Get the story from several sources, both adults and kids.

c. Listen without blaming.

d. Don’t call the act “bullying” while you are trying to understand what happened.

e. It may be difficult to get the whole story, especially if multiple athletes are involved or the bullying involves social bullying or cyber bullying. Collect all available information.

2. Then, we determine if it's bullying. There are many behaviors that look like bullying but require different approaches. It is important to determine whether the situation is bullying or something else.

a. Review the USA Swimming definition of bullying;

b. To determine if the behavior is bullying or something else, consider the following questions:

What is the history between the kids involved?

Have there been past conflicts?

Is there a power imbalance? Remember that a power imbalance is not limited to physical strength. It is sometimes not easily recognized. If the targeted child feels like there is a power imbalance, there probably is.

Has this happened before? Is the child worried it will happen again?

c. Remember that it may not matter “who started it.” Some kids who are bullied may be seen as annoying or provoking, but this does not excuse the bullying behavior.

d. Once you have determined if the situation is bullying, support all of the kids involved.

SUPPORTING THE KIDS INVOLVED

3. Support the kids who are being bullied

a. Listen and focus on the child. Learn what’s been going on and show you want to help. Assure the child that bullying is not their fault.

b. Work together to resolve the situation and protect the bullied child. The child, parents, and fellow team members and coaches may all have valuable input. It may help to:

i. Ask the child being bullied what can be done to make him or her feel safe.

Remember that changes to routine should be minimized. He or she is not at fault and should not be singled out. For example, consider rearranging lane assignments for everyone. If bigger moves are necessary, such as switching practice groups, the child who is bullied should not be forced to change.

ii. Develop a game plan. Maintain open communication between the RST and parents. Discuss the steps that will be taken and how bullying will be addressed going forward.

c. Be persistent. Bullying may not end overnight. Commit to making it stop and consistently support the bullied child.

4. Address bullying behavior

a. Make sure the child knows what the problem behavior is. Young people who bully must learn their behavior is wrong and harms others.

b. Show kids that bullying is taken seriously. Calmly tell the child that bullying will not

be tolerated. Model respectful behavior when addressing the problem.

c. Work with the child to understand some of the reasons he or she bullied. For example:

i. Sometimes children bully to fit in or just to make fun of someone is a little

different from them. In other words, there may be some insecurity involved.

ii. Other times kids act out because something else—issues at home, abuse, stress—is going on in their lives. They also may have been bullied. These kids may be in need of additional support.

d. Involve the kid who bullied in making amends or repairing the situation. The goal is to help them see how their actions affect others. For example, the child can:

i. Write a letter apologizing to the athlete who was bullied.

ii. Do a good deed for the person who was bullied, for the RST, or for others in your community.

iii. Clean up, repair, or pay for any property they damaged.

e. Avoid strategies that don’t work or have negative consequences:

i. Zero tolerance or “three strikes, you’re out” strategies don’t work.

Suspending or removing from the team swimmers who bully does not reduce bullying behavior. Swimmers may be less likely to report and address bullying if suspension or getting kicked off the team is the consequence.

ii. Conflict resolution and peer mediation don’t work for bullying. Bullying is not a conflict between people of equal power who share equal blame. Facing those who have bullied may further upset kids who have been bullied.

f. Follow‐up. After the bullying issue is resolved, continue finding ways to help the child who bullied to understand how what they do affects other people. For example, praise acts of kindness or talk about what it means to be a good teammate.

5. Support bystanders who witness bullying. Every day, kids witness bullying. They want to help, but don’t know how. Fortunately, there are a few simple, safe ways that athletes can help stop bullying when they see it happening.

a. Be a friend to the person being bullied;

b. Tell a trusted adult – your parent, coach, or RST board member;

c. Help the kid being bullied get away from the situation. Create a distraction, focus the attention on something else, or offer a way for the target to get out of the situation. “Let’s go, practice is about to start.”

d. Set a good example by not bullying others.

e. Don’t give the bully an audience. Bullies are encouraged by the attention they get from bystanders. If you do nothing else, just walk away.

G.  ELECTRONIC COMMUNICATIONS PROCEDURE

The Ramona Swim Team recognizes the prevalence of electronic communication and social media in today’s world. Many of our swimmers use these means as their primary method of communication. While the RST acknowledges the value of these methods of communication, the RST also realizes that there are associated risks that must be considered when adults use these methods to communicate with minors. 

 GENERAL CONTENT 

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. The content and intent of all electronic communications must adhere to the USA Swimming Code of Conduct regarding Athlete Protection. 

 For example, as with any communication with an athlete, electronic communication should not contain or relate to any of the following:  drugs or alcohol use;  sexually oriented conversation; sexually explicit language; sexual activity  the adult’s personal life, social activities, relationship or family issues, or personal problems; and  inappropriate or sexually explicit pictures  Note: Any communication concerning an athlete's personal life, social activities, relationship or family issues or personal problems must be transparent, accessible and professional. 

Whether one is an athlete, coach, board member or parent, the guiding principle to always use in communication is to ask: “Is this communication something that someone else would find appropriate or acceptable in a face‐to‐face meeting?” or “Is this something you would be comfortable saying out loud to the intended recipient of your communication in front of the intended recipient’s parents, the coaching staff, the board, or other athletes?” 

 With respect to electronic communications, a simple test that can be used in most cases is whether the electronic communication with swimmers is Transparent, Accessible and Professional. 

 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. 

 Accessible: All electronic communication between coaches and athletes should be considered a matter of record and part of the RST’s records. Whenever possible, include another coach or parent in the communication so that there is no question regarding accessibility. 

 Professional: All electronic communication between a coach and an athlete should be conducted professionally as a representative of the RST. This includes word choices, tone, grammar, and subject matter that model the standards and integrity of a staff member. 

If your communication meets all three of the T.A.P. criteria, then it is likely your method of communication with athletes will be appropriate. FACEBOOK, MYSPACE, BLOGS, AND SIMILAR SITES Coaches may have personal Facebook (or other social media site) pages, but they are not permitted to have any athlete member of the RST join their personal page as a “friend.” A coach should not accept any “friend” request from an athlete. In addition, the coach should remind the athlete that this is not permitted. Coaches and athletes are not permitted to “private message” each other through Facebook. Coaches and athletes are not permitted to “instant message” each other through Facebook chat or other IM method. 

 The RST has an official Facebook page that athletes and their parents can “friend” for information and updates on team‐related matters. 

Coaches are encouraged to set their pages to “private” to prevent athletes from accessing the coach’s personal information. 

 TWITTER Coaches and athletes may follow each other on Twitter. Coaches cannot retweet an athlete message post. Coaches and athletes are not permitted to “direct message” each other through Twitter. 

 TEXTING Subject to the general guidelines mentioned above, texting is allowed between coaches and athletes during the hours from 7am until 9pm. Texting only shall be used for the purpose of communicating information directly related to team activities. 

 EMAIL Athletes and coaches may use email to communicate between the hours of 7am and 9pm. When communicating with an athlete through email, a parent, another coach, or a board member must also be copied. 

 REQUEST TO DISCONTINUE ALL ELECTRONIC COMMUNICATIONS The parents or guardians of an athlete may request in writing that their child not be contacted by coaches through any form of electronic communication.

H.  MINOR ATHLETE ABUSE PREVENTION PROCEDURE (MAPP)

· All USA Swimming non-athlete members and adult athlete members;

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

· LSC and club adult staff and board members; and

· Any other adult authorized to have regular contact with or authority over minor athletes. 

USA Swimming member clubs and LSCs 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, coaches and other non-athlete members of member clubs on an annual basis with such written agreement to be retained by the club. 

One-On-One Interactions
I. Observable and Interruptible
One-on-one interactions between a minor athlete and an Applicable Adult (who is not the minor’s legal guardian) must occur at an observable and interruptible distance from another adult unless meeting with a Mental Health Care Professional and/or Health Care Provider (see below) or under emergency circumstances.

II. Meetings
a. Meetings between a minor athlete and an Applicable Adult may only occur if another adult is present and where interactions can be easily observed and at an interruptible distance from another adult, except under emergency circumstances.

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 Applicable Adult or athlete’s hotel room or other overnight lodging location during team travel. 

III. Meetings with Mental Health Care Professionals and/or Health Care Providers
If a Mental Health Care Professional and/or Health Care Provider meets with a minor athlete in conjunction with participation, including at practice or competition sites, a closed-door meeting may be permitted to protect patient privacy provided that:

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; and

d. Written legal guardian consent is obtained in advance by the Mental Health Care Professional and/or Health Care Provider, with a copy provided to the Ramona Swim Team
IV. Individual Training Sessions [Recommended] 

Individual training sessions outside of the regular course of training and practice between Applicable Adults and minor athletes are permitted if the training session is observable and interruptible by another adult. Legal guardians must be allowed to observe the training session. 

Social Media and Electronic Communications
I. Content
All electronic communication from Applicable Adults to minor athletes must be professional in nature.

II. Open and Transparent
Absent emergency circumstances, if an Applicable Adult with authority over minor athletes needs to communicate directly with a minor athlete via electronic communications (including social media), the minor athlete’s legal guardian must be copied. If a minor athlete communicates to the Applicable Adult (with authority over the minor athlete) privately first, said Applicable Adult must copy the minor athlete’s legal guardian on any electronic communication response to the minor athlete.

When an Applicable Adult with authority over minor athletes communicates electronically to the entire team, said Applicable Adult must copy another adult.

III. Requests to Discontinue
Legal guardians may request in writing that their minor athlete not be contacted through any form of electronic communication by Ramona Swim Team, LSC or by an Applicable Adult 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. Hours
Electronic communications must only be sent between the hours of 8:00 a.m. and 8:00 p.m., unless emergency circumstances exist, or during competition travel.

V. Prohibited Electronic Communication
Applicable Adults with authority over minor athletes are not permitted to maintain private social media connections with unrelated minor athletes and such Applicable Adults are not permitted to accept new personal page requests on social media platforms from minor athletes, unless the Applicable Adult 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” Ramona Swim Team and/or LSC’s official page.

Applicable Adults with authority over minor athletes must not send private, instant or direct messages to a minor athlete through social media platforms. 

Travel

I. Local Travel

Local travel consists of travel to training, practice and competition that occurs locally and does not include coordinated overnight stay(s).

Applicable Adults must not ride in a vehicle alone with an unrelated minor athlete, absent emergency circumstances, and must always have at least two minor athletes or another adult in the vehicle, unless otherwise agreed to in writing by the minor athlete’s legal guardian. 

Legal guardians must pick up their minor athlete first and drop off their minor athlete last in any shared or carpool travel arrangement.  

II. Team Travel

Team travel is travel to a competition or other team activity that the organization plans and supervises.

a. During team travel, when doing room checks two-deep leadership (two Applicable Adults should be present) and observable and interruptible environments must be maintained.

When only one Applicable Adult and one minor athlete travel to a competition, the minor athlete’s legal guardian must provide written permission in advance and for each competition for the minor athlete to travel alone with said Applicable Adult.

Team Managers and Chaperones who travel with Ramona Swim Team or LSC must be USA Swimming members in good standing.

b. Unrelated Applicable Adults must not share a hotel room, other sleeping arrangement or overnight lodging location with a minor athlete.

Minor athletes should be paired to share hotel rooms or other sleeping arrangements with other minor athletes of the same gender and of similar age. 

c. Meetings during team travel must be conducted consistent with the One-on-One Interactions section of this Policy (i.e., any such meeting must be observable and interruptible). Meetings must not be conducted in an individual’s hotel room or other overnight sleeping location.

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 Applicable Adult changes, in whole or in part, into or out of a swimsuit when wearing just one suit (e.g., deck changing is prohibited). 

II. 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 Applicable Adult is prohibited. 

III. Undress
An unrelated Applicable Adult must not expose his or her breasts, buttocks, groin or genitals to a minor athlete under any circumstance. An unrelated Applicable Adult must not request an unrelated minor athlete to expose the minor athlete’s breasts, buttocks, groin or genitals to the unrelated Applicable Adult under any circumstance.

IV. One-on-One Interactions
Except for athletes on the same team or athletes attending the same competition, at no time are unrelated Applicable Adults permitted to be alone with a minor athlete in a locker room or changing area, except under emergency circumstances. If the organization is using a facility that only has a single locker room or changing area, separate times for use by Applicable Adults must be designated. 

V. Monitoring
Ramona Swim Team 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. 

VI. Legal Guardians in Locker Rooms or Changing Areas
Legal guardians are discouraged from entering locker rooms and changing areas. If a legal guardian does enter a locker room or changing area, it must only be a same-sex legal guardian and the legal guardian should notify a coach or administrator in advance. 

Massages and Rubdowns/Athlete Training Modalities
I. Definition: In this section, the term “Massage” refers to 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.).

II. General Requirement

Any Massage performed on an athlete must be conducted in an open 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. 

III. Additional Minor Athlete Requirements

a. Written consent by a legal guardian must be obtained in advance by the licensed massage therapist or other certified professional, with a copy provided to Ramona Swim Team. 

b. Legal guardians must be allowed to observe the Massage. 

c. Any Massage of a minor athlete must be done with at least one other adult 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 only occur after a proper diagnosis from a treating physician and be done in the course of care according to the physician’s treatment plan.
I. LATE PICK UP PROCEDURE
Pick-up is no later than 15 minutes after then end of the last practice group.  Because we value the safety of our swimmers, staff is required to stay until all swimmers are picked-up.  The extra staffing time is an unbudgeted cost to our organization and must be passed to the parent(s) who incurred this expense.  Happy coaches make good coaches, but this behavior creates job dissatisfaction in our staff that is unfair to our swimmers.  The fee for late pick-up will be $20 for each 15 minutes past the end of the last practice group.  Time extending beyond 1 hour late will be charged at $40 for each 15 minutes thereafter.  

1) First offense – The parent will receive a copy of the Late Pick-up Policy to be given at the time of the late pick-up or within two days if unavailable.

2) Second offense in less than 60 days from first offense – Notify the parent in person and in writing that we must charge them the late pick up fee to cover the costs of keeping a staff member past their scheduled time.

3) Third offense in less than 60 days from second offense - Notify the parent in person and in writing that we must charge them the late pick up fee to cover the costs of keeping a staff member past their scheduled time.  Notify them in writing that a fourth offense will result in the immediate termination their membership.

4) Fourth offense in less than 60 days from third offense – Notify the parent in person and in writing that it is unfortunate that their membership for the swim team must be terminated immediately, any full weeks of participation that have been paid for in advance will be prorated back, minus finalized meet fees and late pick-up fees.

APPENDIX A: CONFLICT OF INTEREST STATEMENT 
Those who choose to serve RST, whether as volunteers or paid professionals, are held to a high standard of conduct. Those who serve must do so without personal gain in order to avoid any institutional loss or embarrassment and to behave in such a way that the organization’s trust and public confidence are enhanced. It is important to avoid any real or perceived conflict of interest. 

The following items reflect specific expectations by RST of people signing this agreement. These items cannot and do not however completely define what is acceptable. They are intended rather as guidelines to what is acceptable conduct. A good faith effort must be exercised by those signing this statement to conduct the business of RST in observance of both the spirit and letter of applicable federal and state laws. 

1. RST properties, services, opportunities, authority and influence are not to be used for private benefit. 

2. Members of the RST BOD will disclose the nature and extent of an actual or potential conflict of interest when it involves the award of contracts, the purchase of goods and services, the award of contracts for professional services, and the allocation of RST resources for individual use. Reimbursement for reasonable and customary expenses associated with travel to meets, meetings and conferences on behalf of RST does not constitute a conflict of interest.  Board members serving as coaches for RST do not constitute a conflict of interest.
3. Gifts, cash, travel, hotel accommodations, entertainment, or favors are neither to be given (except with full approval of the BOD) nor received, except those of nominal value exchanged in the normal course of business. Gifts and favors of more than one hundred dollars ($100.00) value should not ordinarily be accepted. If circumstances render it awkward to refuse such a gift, the donor should be thanked and told the gift is being accepted on behalf of and will be delivered to RST.
4. Expenses incurred in the furtherance of RST business are to be reasonable, necessary and (if twenty-five dollars or more) substantiated. 

5. All are expected to exhibit honesty, loyalty, candor and professional competence in their relationships with RST and with each other. 

6. Each individual has the responsibility to maintain the confidentiality of the organization. This includes both proprietary and sensitive information. 

7. Should any individual(s) reasonably perceive that a conflict of interest exists or could exist, the situation shall be fully disclosed. 
ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING 
I acknowledge receipt and understanding of RST’s Statement of Principles on Ethical Behavior and Conflict of Interest, and I pledge my full support of the spirit and the letter of the requirements contained therein. 

Print Name 





Signature 

Date 






RST Position

Approved by BOD on 7/182023
 Approved by the BOD on 9/  /2013
Page 3 of 2


