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      Revised February 2012 

INTRODUCTION 
This manual has been prepared to assist you in your employment with Cloquet 
Community Education & Recreation in partnership with the City of Cloquet.  Information 
is supplied for the following purposes: 

a) To ensure that all personnel are familiar with the routine duties of a 
Lifeguard and Aquatics Supervisor. 

b) To establish a work program.   
c) To provide employee personnel information. 
d) To establish specific emergency procedures and have them understood 

prior to an emergency incident. 
e) To document an orderly chain of command. 
f) To present, the policies governing The Beach employees’ work and 

activities while on duty. 
g) To provide general information on The Beach operations so that 

information that can be provided to patrons. 
Swimming is recognized as a major recreation activity. The City of Cloquet and Cloquet 
Community Education and Recreation’s mission with respect to swimming is to provide a 
safe area for all swimmers. All swimmers are responsible for their own health and safety.  
It is expected that all employees will read the entire manual and understand its contents. 
 
There may be unforeseen situations that this manual may not cover in form the 
supervisors and follow their directions.  
 
MISSION STATEMENT 
The Cloquet Public Works Department in coordination with Cloquet Community 
Education and Recreation will provide parks, trails and recreational opportunities to 
enhance the quality of life in our community.  Cloquet Community Education and 
Recreation will work with various City of Cloquet units of government to advance park, 
recreation and leisure service opportunities for all people of Cloquet and surrounding 
areas.  Cloquet Public Schools hire community education employees and all personnel 
issues are under the school jurisdiction.  The operations are under the direction of the 
city. 
 
Community Education and City of Cloquet staff involved in The Beach pool operation: 
Cloquet Community Education & Recreation Staff 
City Maintenance Supervisor (Les Peterson) 
Assistant City Engineer (Caleb Peterson) 
Parks Commission 
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CHAPTER 1: DUTIES and RESPONSIBILITIES 

I.  STAFF ORIENTATION AND TRAINING     
Cloquet Community Education and Recreation provides 
comprehensive orientation and training for The Beach at 
Pinehurst Park staff. All employees are required to attend 
and are paid for staff meetings, trainings, and in-services. 
Orientation and training consists of the following: 
 
All Staff - Full Staff In-Service Training 

 
Monthly In-Service Training – Staff Are Required to Attend Trainings at least once a 
month.  Attendance at each session is required. There may be the option of an AM and 
PM session depending on trainer availability. 
 
Failure to make training may result in termination. 
 

Certifications 
It is required for employees to have necessary current certifications prior to first shift. 
Lifeguards must have current certifications in Lifeguard Training and First Aid, as well 
as CPR/AED for the professional rescuer and oxygen administration.  
 
A Lifeguard cannot work with expired certifications (they may guard again when their 
lifeguard training is current).  
 
It is a Lifeguard’s responsibility to keep certifications current.  There must be a current 
copy on file at the Cloquet Community Education Office. 

 

PERSONNEL - STATEMENT OF DUTIES 

II. LIFEGUARDS 
The Lifeguard’s primary responsibilities include ensuring patrons’ safety and protecting 
lives, including personal safety. Lifeguards enforce rules and regulations to control beach 
and water usage. The Lifeguard also has secondary responsibilities such as public 
relations, completing paperwork and maintaining a clean facility.  

Minimum Qualifications 
1. Current certifications in Lifeguard Training and CPR (American Red Cross or 

American Heart Association). 
2. 16 years old. 
3. Positive attitude, fit and alert, ability to manage crowds and enforce safety 

procedures. 
NOTE: Required certificates must be presented before the opening day of 
the beach.  
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Duties and Responsibilities 
A. Before shift: 

1. Arrive 15 minutes before your shift begins. You must be at your post the 
minute before your shift begins. 

2. Have proper guard apparel, polarized sunglasses and rescue tubes are 
considered part of your uniform. 

3. Inventory all equipment and supplies. Restock as necessary. 
4. Inspect beach and beach swimming area, to insure beach area is free of 

any unwanted objects, i.e. glass, cans, anything under water. 
5. Check the memo book for updates prior to going on duty. 
6. Be sure to check with other lifeguards about what is going on – for 

example, patrons needing extra attention, pool schedule, etc. 
7. Expect to work your full shift. 
8. Do necessary cleaning of guard building, restrooms, and beach. Rake and 

shovel beach. 
9. Make sure all signage is up and in place. 
10. Check the equipment at your stand to make sure it is in good working 

condition. This includes the P.A system. 
11. Put all personal belongings in locker behind front desk. 

 
B. During shift: 

1. Educate the public to be safety conscious. 
2. Prevent swimmers and pools patrons from becoming endangered. 
3. Watch the pool (scan area) at all times. 
4. Create and maintain a clean and safe physical environment. 
5. Provide assistance to endangered swimmers. 
6. Treat victims requiring first aid. 
7. Obtain further medical assistance and advising victims on follow-up 

treatment. 
8. Do not engage in other activities (eating, drinking, talking, sleeping, etc.) that can 

detract from lifeguarding. 
9. Enforce CONSISTENTLY all ordinances, rules, regulations and 

guidelines. 
10. On stand duty take the proper position in your seat. On walking patrol to 

another post concentrate primarily on the water area. 
11. Enforce rules and regulations to control beach and water usage. 
12. Do not let “play” get out of hand. 
13. Operate safety equipment as well as tools and equipment used in 

performance of their duties. 
 

C. End of shift: 
1. Complete facility records, accident reports, incident reports, and other 

forms assigned in a timely manner 15 minutes before leaving. 
2. Communicate any special concerns with the guard that relieves you. 
3. Do necessary cleaning of guard building, restrooms, and beach. Rake and 

shovel beach. 
4. Fill out daily pond operations reporting forms and sign. 
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5. Fill out time card daily. 
6. Lock all doors and windows and return key to proper location. 
7. Bring lost and found to lost and found. 
8. ALL duties must be completed before Aquatics Supervisor dismisses The 

Beach staff for the day. 
9. Bring all belongings home each day. 
10. Make sure walkie-talkies are charging. 
11. All money should be in deposit envelopes. 

 
D. Additional duties: 

• Attend all-in-service trainings. 
• Maintain current certifications and skills (Keep up-to-date on 

certifications). 
 
 

III. AQUATICS SUPERVISORS                                                                                                                                               
The Aquatics Supervisor directs and participates in the work of Lifeguards, ensuring 
patrons’ safety and protecting lives including the Lifeguard. In addition to lifeguarding 
the Aquatics Supervisor is responsible for day-to-day operation at the pools including 
scheduling changes, directing and supervising staff, and developing and implementing 
on-going staff training. By above lifeguard duties in addition to assigned. 

Minimum Qualifications 
a.) Must be 18 years of age, experienced as a lifeguard, and possess the minimum 

qualifications of a lifeguard.  

Duties and Responsibilities 
A. Reports to: 

1. Recreation Coordinator (for problems that cannot be resolved at beach level). 
 
B. Prepares Reports: 

1. Daily attendance record 
2. First Aid/Personal Injury/Pool Eviction Reports (Filled out completely and 

signed by supervisor) 
3. Inventory Reports 
4. Daily Reports (including money counts) 
5. Swim Tests 
6. Requests to recreation coordinator or city maintenance 

 
 
C. Trains Lifeguards: 

1. Explain schedule rotation and breaks. (Initiate rotation at the beginning of the 
day. Keep the rotation schedule timely and orderly.) 

2. Motivate and Enforce lifeguards to fulfill their responsibilities. 
3. Go over rules, guard duties, guarding techniques, and professional 

behavior. 
4. Demonstrate how to fill out time cards, accident reports. 
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5. Orient new Lifeguards to The Beach operations and determine that all 
personnel understand and follow all park and swimming area ordinances, 
regulations, rules, laws, safety procedures, use of equipment, techniques of 
crowd control and the contents of this manual. 

6. Assign tasks, including lifeguarding, first aid, and cleaning/maintenance.   
7. Direct the work of lifeguards. 
8. Motivate and Enforce lifeguards to fulfill their responsibilities. 
9. Enforce discipline policy. 
10. Explain use of the P.A. System and all emergency procedures. 
11. Work with Recreation coordinator to arrange training programs for the 

guards. 
12. Supervise and assist others in the proper management of all gate receipts 

and concession income per money handling procedures, fill out necessary 
forms pertaining to aforementioned funds and make daily bank deposit at 
the conclusion of each work day.   

 
D. Schedules: 

1. Assist in making schedules for lifeguard 
 

E. Enforces: 
1. Encourage high quality public relations with the local and county 

authorities, other Community Ed and City employees, neighboring 
residents and The Beach patrons.  It is important the Aquatics Supervisors 
and Lifeguards pursue this support in establishing safe and successful 
pond operations.  

2. Prevent any unauthorized or unlawful activities to take place in the 
guardroom and to report any such activities, if they do occur, to the 
Recreation Coordinator.  

3. A professional work environment at all times. 
4. The guardroom, as a first aid station (clean and neat). 
5. Impose specific special rules for individual and groups at pond facilities, 

which address behavior issues or ensure patron safety. 
6. Send guards home when they are ill. If an ill guard leaves the beach area 

short a guard, restrict the use of the swimming area so it can be controlled 
safely by remaining staff. 

7. Send guards home in inclement weather or unusual situations. If there are 
still swimmers using the beach, do not send them all home. Use your best 
judgment for help with this decision:  
a. Consult page of the manual regarding inclement weather. 
b. Consult with the aquatics coordinator. If you do not speak to them 

leave a message on their voicemail advising them of your decision 
8. On cool/wet/rainy days, assign maintenance work organize a 

lifesaving/first aid review session. If there is nothing to do or if it is 
raining guards should be sent home. 

9. Submit written evaluations of all lifeguards and any suggestions for next 
year by mid-August. 

10. Guards are expected to work events. 
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F. Other Duties: 
1. Ensure every customer has positive experience at the beach 
2. Participate as lifeguards. 
3. Make a final check of the pond facility each night before leaving. This check 

includes ensuring that all equipment had been secured, doors locked and 
appropriate lights and electrical equipment has been turned off.   

4. The Beach Group Policy. All groups must obtain the Cloquet Community 
Education approval before coming to The Pinehurst Beach. If you have not 
received a request for use of beach facilities the group does not have approval 
and cannot swim at the beach until submitting a request that is signed.  All 
group procedures will be reviewed before pond entry. 
 

IV. DISCIPLINARY ISSUES  
A. For staff: 

Staff is expected to perform to the standards established in this manual. Failure to 
do so will result in disciplinary action, including, but not necessarily in this order: 

1. Verbal warning 
2. Written warning 
3. Termination 

The action taken will be evaluated based on the severity or repetitive nature of the 
offense. Cloquet Community Education and Recreation holds complete authority 
to both hire and terminate an employee at will.  

 
TAKE NOTE: Tardiness and missed shifts are inexcusable. So is missing an in-
service. The supervisors will take careful note of attendance for lifeguards and 
concession staff. Those who come in late or skip a shift or in-service will be 
issued verbal and written warnings as noted above. Missing an in-service can 
cause you to be removed from the schedule temporarily or permanently. 

1. Tardiness 
Staff is expected to report to work at the scheduled time.  Tardiness will not be 
tolerated. 
 
2. Absences 
Staff is expected to report to work as scheduled. In the event of an emergency, 
staff must notify the Aquatics Supervisor at The Beach.  All other absences must 
be arranged in advance as outlined in this manual. 

 
3. Non Informed Absence 
Staff is always expected to show up for work or get a sub.  If a staff completely 
disregards a shift, they are subject to immediate termination at the discretion of 
the Aquatics Supervisor and the Recreation Coordinator. 
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V. PAYROLL 
Cloquet Community Education and Recreation 

• Twice-monthly payroll system, with pay dates 
the 15th and the last day of the month.  In the 
event either of those days falls on a weekend, 
the Friday preceding the weekend will be the 
pay date.   

• Pay to employees is by direct deposit.  Access 
to online pay stub is available.  Please contact 
the Recreation Coordinator for information 
needed to access website.  

• The pay period begins on a Sunday and ends on a Saturday 
• Anything over 40 hours a week is considered overtime. 

A. Employment paperwork 
New hires need to complete employment paperwork prior to lifeguarding. This 
paperwork includes: 

1. Application 
2. W-2 Form 
3. Employment Eligibility Form 
4. Applicant background check (if needed)  
5. Certifications 
6. I-9 Form 
7. Direct Deposit 
8. Emergency Contact Card 
9. Social Security Card 

B. Timesheets 
1. Must be completed at the conclusion of each shift. 
2. Sheets are to be kept at the facility in the front desk (DO NOT take them 

home). 
3. Are to be completed in ink (blue or black). 
4. Must be signed. 
5. Changes in timesheets must be simply crossed out, corrected, and initialed 

by Joy. 
6. If you feel there is an error with your paycheck, notify Joy as soon as 

possible. 
7. Timesheets are collected on dates defined by the ISD 94 pay/timesheet 

schedule.  
8. A copy of the pay/timesheet schedule will be posted on the office bulletin 

board at The Beach.  
9. Timesheets not completed correctly will not be submitted for processing.  
10. Staff must have timesheets completed no later than 9am on the day they 

are due.   
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TAKE NOTE: Failure to complete timesheets by the required date will result in a 
delay to the next pay period.  In the case of a different due date for timesheets, the 
Recreation Coordinator will inform staff of that date via the staff message board in 
the office at The Beach. 
 

 

 

VI. DEPARTMENT RULES AND POLICIES 
The following rules have been established and policies set by Cloquet Community 
Education and Recreation as they apply to the employees of the Beach at Pinehurst Park.  
Appropriate disciplinary action will be taken if you fail to abide by these regulations. 
 

1. Facilities will be opened on time each day.  The general opening 
procedure (as detailed in this manual) will be followed with the work 
divided so that when the guards begin lifeguard shifts, the daily 
maintenance work will be done before the pool opens.  Lifeguard service 
will begin at the scheduled time.  

2. The telephone will be used for emergency calls and conducting Cloquet 
Community Education and Recreation and City of Cloquet business.  No 
long distance calls are to be made.  No directory assistance is to be 
requested.  The phone numbers you need to use are provided in a 
separate listing, which is updated each year. 

3. Lifeguards are not permitted to use cell phones while on duty. Please 
leave them in your cars or at home.     

4. All guards are to be familiar with the Ordinances for the Control and 
Management of Pond facilities.  You are to follow up on these laws, 
obey them completely, and set an example for the public in doing so.  
No city or community education employee has any special privileges or 
is exempted from any provisions of these laws. 

5. Follow the chain of command.  Guards are not to contact outside 
community education or city departments or other outside agencies to 
make agreements, establish policies or represent themselves as 
spokespersons for the city or community education.  Guards are not to 
make complaints on other departments’ activities, except through the 
chain of command, which is in the front of the manual under Mission 
Statement. 
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6. Guards will not occupy any of The Beach facility buildings or rooms             
during non-working hours or during the off-season.  When the facility 
closes for the night as scheduled, employees will lock up the buildings 
and leave.  There shall be no parties, meetings, get-togethers, visiting, 
celebrations, etc. in the guardrooms.  No intoxicating beverages, 
narcotics or controlled substances are allowed in the guardroom or in 
possession of an employee on duty. 

7. Persons other than community education and city employees shall be 
kept out of the guardroom except for patrons who are taken to the 
guardroom for first aid or emergency treatment. 

8. Employees shall complete their own timecard and it shall show only the 
hours they worked. Under no circumstances shall they substitute hours 
worked by someone else.  Timecards shall be completed each day and 
left at the guardroom for examination by supervisors.  Falsifying a 
timecard will result in immediate suspension pending investigation, 
which may result in discharge or reduction. 

9. All lifeguards are responsible to work when on duty. When you are on a 
break you are still on duty, so if anything happens you should be ready 
and able to respond to any emergency that may happen. This includes 
first aid. 

10. Employees are not allowed to solicit or sell any products of any kind 
while on duty. 

 

VII. PUBLIC RELATIONS AND LIFEGUARD CODE OF CONDUCT 
1. As an official representative of Cloquet Community Education and 

Recreation and the City of Cloquet, you deal directly with people and thus, 
you are engaged in public relations work.  It is the impression you leave as 
a public employee that raises or lowers the esteem in which The Beach is 
held in the minds of those utilizing Pinehurst Park. 

2. The most important members of the public relations program are the 
individual Lifeguards.  Because of the nature of the job assignment, the 
lifeguard has more contact with and is seen by more people than any other 
member of community education or the city.  Therefore, it is essential that 
lifeguards conduct themselves in a manner that reflects positively on 
community education and the city. 

3. A courteous, but business-like, attitude must be maintained at all times.  
All personnel should conduct themselves in such a manner to merit the 
respect and confidence of all patrons. 

4. The Beach staff is expected to have sufficient knowledge of the pond 
operations to give patrons an explanation and general information on rules 
and regulations pertaining to The Beach at Pinehurst Park. 

5. Expelling patrons from the beach should occur when patrons are 
endangering themselves or others, and when disregarding rules. 

6. If you do not know an answer, refer the patron to the supervisor. Do not 
make an answer up. 
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A. Lifeguard Code of Conduct 
Following are 14 points for Cloquet Community Education and Recreation’s 
lifeguard code of conduct.  These are designed to assist community education and the 
city in its shared overall public relations function as well as developing a positive 
spirit of team work. 

1. Alert, well-groomed, physically fit guards, in proper uniform, convey feelings 
of trust and security to the public. 

2. Guard uniforms or any other community education-issued attire will not be 
worn off duty. 

3. Guard stations are offices.  No one will be permitted to use them except 
authorized personnel or for first aid purposes. 

4. Guards will not participate in beach or water games except in authorized 
training sessions which are obviously such to the viewing public. 

5. Guard stations and equipment will be neat and clean, including areas for 
personal belongings.  Lifeguards will not congregate in one location while on 
duty. 

6. Lifeguards/Instructors on stand will avoid unnecessary familiarity with 
visitors, friends or relatives. 

7. When addressed, guards will give courteous answers while they continue to 
survey their assigned area of coverage, and when unable to answer questions, 
will direct people to a source where the information may be available. 

8. All reasonable public complaints should be reported to the Aquatics 
Supervisor and/or the Recreation Coordinator. 

9. Lifeguards will not give information on emergency incidents to anyone other 
than identifiable community education or city personnel.  This includes media 
representatives, insurance adjusters, curious bystanders, etc.  Guards may 
refer inquiries to the Cloquet Community Education and Recreation office at 
(218) 879-1261 during business hours (8-5 M-Th).   

10. Lifeguards will not publicly criticize official actions of Cloquet Community 
Education and Recreation or the City of Cloquet Public Works Department. 

11. Lifeguards will not enter into disputes among themselves in public. 
12. Any use of public address systems by Lifeguards will be courteous at all 

times. 
13. Guards will not use profane language in performing their duties. 
14. Polaroid sunglasses must be worn at all times. 

B. Public Relations for Lifeguards 
Public relations play a major role in how the public feels and acts towards the pond 
and its employees.  Public relations cover every aspect of the operation.  Success of 
The Beach depends upon a favorable public image for these reasons: 

1. The public swims basically for enjoyment.  If they do not encounter clean and 
pleasant surroundings at our areas, they simply will not swim there. 

2. Safe swimming habits and compliance with all our regulations will only be 
achieved with full cooperation of the public.  To gain such cooperation, good 
will is essential. 

3. Be polite, but firm. 
4. Don't embarrass—inform. 
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5. Explain rules whenever possible. 
6. Expelling patrons from the beach should occur when the patron is 

endangering himself or herself or others, or when disregarding rules 
continuously. 

7. Professionalism when answering the telephone or when talking to the general 
public is vital.  You may be the first personal contact the public will have with 
Community Education or City services.  Make it good! 

8. If you do not know an answer or are not sure of the answer, refer the patron to 
someone who has a better chance of knowing the answer. Do not lie to the 
person. 

9. Reassure accident victims.  Their mental attitude can have a great impact on 
their recovery. 

10. Suggest positive alternatives to people who are not following the rules. 
11. NEVER allow a patron or non-professional to take over a rescue.  YOU are in 

charge until an EMS or other more qualified health professional in uniform 
takes over. 

12. Drinking of intoxicating liquors while on duty or failing to report uses of 
alcoholic beverages while on or off duty at The Beach is grounds for 
immediate dismissal. 

13. At no time should there ever be two people in a guard chair.  It detracts your 
attention from your primary function.  If there is even one person in the water, 
there should be a guard at a station.  If there are no people in the water, then 
the guards may converse on the ground while still facing the water to watch 
for people entering. 

14. The BEST public relations a pool can have are an alert, efficient team of 
lifeguards. 

15. Tobacco of any kind will not be allowed in possession of any staff member 
while working at The Beach. 

 

VIII. GENERAL INFORMATION REGARDING POOL OPERATIONS 

A. Designation of Responsibility 
The Aquatics Supervisors are the direct managers of the pond.  If you have a question 
or concern regarding the operation of the Pond, the discussion should initiate with the 
Aquatics Supervisor. If the Aquatics Supervisor is not able to resolve the issue, the 
Recreation Coordinator should be contacted.  The Aquatics Supervisor and 
Lifeguards should abide by all rules and regulations set by the Recreation 
Coordinator. If rules or regulations are not being followed, the Recreation 
Coordinator and/or the Community Education Director should be contacted.    

B. Work/Seasonal Schedule 
1. During the summer season, assignments at The Beach may be changed to 

accommodate needs throughout the Cloquet Aquatics system. Lifeguards 
have no assurance that once assigned; they will automatically remain at 
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the same location during the entire season.  Assignments are made with 
overall Aquatics program safety in mind. 

2. Employees available for full 40-hour schedules are assigned first, and 
part-time employees are scheduled on the basis of the day or days the 
person is available for work.  All staff is expected to work weekends, 
when needs are the greatest. 

3. Staff are permitted to work more than five days per week if it will result in 
a fully staffed pond, or to meet the expected patron load; however, time 
and one-half overtime pay is only provided after completing 40 hours of 
work at straight time pay during a particular week (Sunday-Saturday) 

4. Daily Schedule 
a) The Aquatics Supervisor makes the daily routine work assignment 

for each area of The Beach in compliance with the Recreation 
Coordinator.   

b) Strict adherence to the rotation time periods included in this 
schedule is expected. 

5. Substitutes 
a) A staff may get a sub for their shift.  The sub must come from a 

Recreation Coordinator approved list that will be made available to 
all Beach employees.  The sub must sign off on the sub/ switch 
sheet that they are taking the shift for the employee needing a sub.   

C. Daily Logs 
The daily log must be filled out every day including information on first aid, water 
assists and daily attendance, inventory, unusual occurrences and money transactions. 

D. Equipment and Supplies 
1. Equipment and supply inventories are to be maintained at the pond. Inventory 

should be taken on a daily basis. These duties will be assigned or taken care of 
by the Aquatics Supervisor. A supply request form should be submitted to the 
Recreation Coordinator. The Recreation Coordinator or designated city staff 
will deliver supplies to pond.  

2. Extra chairs tables are stored in the band shell 
3. Sand toys are located in a designated area. 
4. Office supplies are stored in the supervisor office and at the registration table.  

E. Cleaning of Restrooms 
Cleaning of the restrooms is a continuous duty of the guards 
throughout the day.  Complete cleaning must be conducted at 
the conclusion of each day and rechecked before The Beach 
opens each day.  It is the responsibility of staff to continue the 
cleanliness during the day.  This includes: 

A. Sweeping the restrooms. 
B. Cleaning sinks and toilets. 
C. Hosing, if necessary/squeegee.  
D. Replacing toilet paper.  
E. Changing all garbages. 
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F. In addition, the restroom should be checked for toilet paper and trash picked-
up with each shift change.  

G. On weekly basis check filters. 

F. Additional Cleaning Responsibilities 
Anything assigned by supervisor or recreation coordinator.  

 
 
IX. POND PATRON COUNTS AND WEATHER OBSERVATIONS 
The Beach will use counts during safety breaks, with lifeguards counting the patrons on 
the sand. Weather observations should be conducted regularly.  Patrons will leave the 
water for increments of 15 minutes.  Actual counts of patrons on the sand/grass area, 
shallow area, and deep area are conducted. Lifeguards enter the water to look for 
unwanted objects (toys, cans, rocks). 
 

A. Park Closing Procedure for Inclement Weather 
If the temperature is less than 65 degrees or the number of swimmers is less than 
15 at 2:00 PM, The Beach may be closed at the Recreation Coordinator’s or 
Community Education Director’s discretion.  This decision will be a judgment 
call with the Aquatics Supervisor communicating with the Recreation Coordinator 
and/or the Community Education Director to determine proper action. 
TAKE NOTE: If the beach is closed due to an incident it will be re-opened when 
cleared and staff is available. This could include an immediate rescheduling of 
staff hours. 

B. Keys 
Keys for buildings must be carefully checked and controlled.  They are the 
responsibility of the person to whom issued.  If lost or stolen, make an immediate 
report by telephone so that it can be determined if lock cylinders must be 
changed.  At the completion of the season, employees must account for and return 
all keys issued during the season.  Possession of a key does not authorize the use 
of equipment or buildings during non-working hours or off-season.  The use of 
unauthorized keys not returned, or illegal (duplicate) keys will result in 
appropriate disciplinary action or possible legal action for trespassing. 

C. Smoking, Liquor, Narcotics and/or Controlled Substances 
Using or being under the influence of any of the above mentioned substances by 
The Beach staff while on duty is grounds for dismissal. 

D. Evaluation Ratings 
An annual performance evaluation is conducted for 
each Lifeguard by the Aquatics Supervisor and 
Recreation Coordinator during the month of August 
or before the staff member leaves. The Recreation 
Coordinator conducts the Aquatics Supervisor 
performance evaluation. This evaluation stresses the 
recognition of outstanding performance, as well as 
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pointing out employee weaknesses when necessary.  A copy of the evaluation 
report becomes a part of the employee's personnel file.   

E. Discipline of Patrons 
Under no circumstances is a patron ever to be physically disciplined.  If a 
situation has developed to this point, it is time to dial 911 and obtain law-
enforcement assistance. See Discipline section of the manual. 
 
1. First warning: Verbal 
2. Second warning: Time out 
3. Third warning: Kicked out for the day, parents called and Recreation 

Coordinator Contacted (fill out an eviction form). 
4. Fourth warning: If kicked out twice they will not be allowed back for the 

rest of the summer. 
 

F. Appearance / Dress Code 
1. As a representative of Community Education and Recreation and the City 

of Cloquet, your appearance presents a public image.  Personal hygiene 
and habits, which are conducted in a pleasant, neat appearance, are 
necessary to create acceptable public image.   

2. Lifeguard must be in uniform while on duty in order to become visible in 
their role to the public.  The swimsuits, which are issued, are the uniforms 
for the Cloquet Aquatics program and must be worn while on duty.   

3. In addition to a swimsuit, guards are issued a T-shirt and a whistle.  It is 
the individual's responsibility to care for this equipment and prevent its 
loss or theft.  If during the season it becomes necessary to replace 
equipment issued, the responsible guard must pay for this replacement.  

4. At the end of the season, you must return all equipment, except the t-shirt 
and swimsuit, or make restitution to the city and/or community education 
you must personally return the equipment to the Cloquet Community 
Education and Recreation office.  Failure to return property at the end of 
the season will affect your reinstatement rights for the following season.  
Do not give your equipment to fellow employees to turn in and expect this 
to fulfill your obligation. 

5. Lifeguards must wear minimum 15 SPF sunscreen 
6.  Lifeguards must wear Polarized Sunglasses 

G. Inter-Guard Communications 
Special signals for Pond communications are very important for smooth daily 
operation and during emergencies.  Teamwork is extremely important during 
emergencies and good communications can make the difference between success 
and failure in handling routine situations especially in life or death situations.   
Lifeguards are to use their whistles consistently; the public address (P.A.) system 
should be used only when necessary.  These should be used only for official 
beach business.  Never play music over the P.A. system or use it to entertain 
employees or the patrons.  Think before you speak or have a standard format for 
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the various announcements you are required to make.  Adjust the volume to the 
level to communicate within the pond. 

H. Lost and Found 
Items not claimed within thirty days (30) are to be forwarded to Cloquet 
Community Education and Recreation, 509 Carlton Avenue. Items of significant 
value should be forwarded immediately to Cloquet Community Education and 
Recreation. Unclaimed items will be donated to Cloquet Community Ed. who will 
determine the method of disposal. Cloquet Community Education follows school 
district lost and found procedures.  

  
I. Maintenance 

Our prime responsibility is to provide service to the public.  We must provide a 
clean, safe and sanitary environment for those who visit our beach facilities.  We 
can do this by following a few daily maintenance procedures. 

1. Clean restrooms.  
2. Sweep sidewalks and check drinking fountains. 
3. Pick up all litter (starting near the building and guard stands to encompass 

beach sand area, beach grass area and parking lot). 
4. Clean the guardroom. 
5. Rake the shoreline.  Place all debris adjacent to the dumpster. 
6. Constantly watch for glass, pop-tops, rocks and other sharp objects.  Pick 

them up whenever you spot them.  This includes under water areas. 
7. Upon closing at the end of the day, be sure that all equipment, tools, etc. 

are secured within the building. 
8. Report necessary repairs to the Supervisor who will contact the Recreation 

Coordinator and/or the City Maintenance Supervisor.  
9. Support the beauty of the park by watering the large flower containers 

when they are dry.  

J. Safety Breaks 
Safety breaks are conducted daily at 2:00pm and 5:00pm for 15 min. The 
lifeguards at the pond may call additional safety breaks as needed (determined by 
Aquatics Supervisor). Safety breaks are also done on the hour for 5 minutes. 
 
During this time lifeguards clear the water of patrons and are to be searching the 
water. 
 
 This allows for: 

1. Parents, children, and groups to account for all members. 
2. Children to have an opportunity to rest and use the restroom facilities. 
3. Announcement of the rules. 
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X.  RULES AND ORDINANCES PERTAINING TO POND AREAS 
In order to provide a safe, pleasant and smooth operating recreational facility, the patrons 
must adhere to rules of water conduct.  Lifeguards will enforce the following "Rules of 
Water Conduct for Patrons." 

The Beach RULES: 
1. No children under the age of 10 will be admitted unless accompanied by 

an adult. 
2. Children under age of 6 must be accompanied by an adult while in the 

water. 
3. Lifeguards are provided in order to prevent accidents and help ensure 

patron safety however; swimmers are responsible for their own health and 
safety. 

4. All swimmers must shower before entering the water. Any person having 
an infectious or communicable disease, open blisters, cuts, sores, or 
infected eyes are not permitted in the pond. 

5. Swimmers must wear appropriate attire (no cutoffs). 
6. Swimmers not toilet trained must wear swim diaper or plastic pants and 

swimsuit. 
7. Only US Coast Guard approved flotation devices may be worn. 
8. Snorkels are not permitted. 
9. Running, rough play, spitting and foul language will not be allowed. 
10. Smoking and alcohol is prohibited. 
11. Animals are not allowed: except service animals. 
12. Eating is restricted to concession area. No glass items are allowed. 
13. The Cloquet Community Ed and the City of Cloquet are not responsible 

for lost or stolen articles. 
14. Patrons will promptly follow all directions as given by The Beach at 

Pinehurst Staff. 
15. Anyone swimming in deep water that concerns the lifeguards may be 

given a swim Test: 30 seconds tread water with ears above water, 10 
seconds front float, 10 seconds back float, swim one lane down using the 
front crawl and coming back with patron’s choice of back stroke. 

 

XI. GUARDING TECHNIQUES 

A. General Guidelines 
1. When at a chair, guards should have a rescue tube across their lap and a 

whistle. 
2. Concentrate when guarding. 
3. Be polite when enforcing rules.  Remember that adults break rules too. 
4. A Lifeguards first concern is safety and prevention of accidents.  Do not 

just look for rule breakers. 
5. Better to have too many guards up than not enough. 
6. Eye contact with guarded areas must be maintained. 
7. One guard must be in the chair at all times when patrons are in the water.  
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B. Guarding Techniques 
a) Scan area surrounding chair.  Overlap areas with guards on either side of 

you.  Look at other guards also, to see if they are having specific 
problems.  

b) Periodically scan the beach by you.  People will be eating on beach, 
throwing sand, climbing into empty guard chairs. 

c) Be brief in conversations with public or other Lifeguards.  Eye contact 
must be on waterfront at all times. When rotating, relief guard on the 
ground must monitor the beach area until the other guard is into or out of 
the chair.  Rotating guard must monitor beach area until relief guard is in 
chair. One guard must maintain eye contact with the water at all times. 

d) Stay Awake Mentally -- Count patrons, count male/female patrons, color 
of swimsuits...do other mind games to help stay alert.  Boredom is your 
worst enemy. 

e) Never have an obstruction between you and the water's edge.  Do not 
guard from a distance. 

f) Watch children wandering around with no supervision. Small children 
drown with little struggling.  Shallow water areas where children are left 
unattended are where accidents usually happen. 

g) Beach balls are not allowed in the water. 
h) Do not allow swimming with long pants.  Proper bathing attire is required 

and long pants become very heavy and tiring to the swimmer. 
i) Keep track of underwater swimmers and those who float face down. 
j) Deep-water rescues are less common, but still important to look for. 
k) A guard must be very alert to the fact that the first swim of the season for 

many will be especially hard.  For many, it is the first time in nine months.  
l) Be alert to overexposure to the sun, especially in children. 
 
REMEMBER - the ability to prevent an accident or a tragedy is a trademark of a 
good lifeguard.  A lifeguard should be alert to the signs that start problems.  

 
 

http://www.google.com/imgres?q=lifeguard&um=1&hl=en&safe=strict&sa=N&qscrl=1&nord=1&rlz=1T4ADFA_enUS449US456&biw=1280&bih=868&tbm=isch&tbnid=Qo2hlPRQL145FM:&imgrefurl=http://www.lifeguardshack.com/&docid=Y6dz3848yW0WKM&imgurl=http://www.lifeguardshack.com/images/lifeguard.gif&w=983&h=911&ei=K4IZT42uKYnsggeQ24zvCw&zoom=1
http://www.google.com/imgres?q=lifeguard&um=1&hl=en&safe=strict&sa=N&qscrl=1&nord=1&rlz=1T4ADFA_enUS449US456&biw=1280&bih=868&tbm=isch&tbnid=Qo2hlPRQL145FM:&imgrefurl=http://www.lifeguardshack.com/&docid=Y6dz3848yW0WKM&imgurl=http://www.lifeguardshack.com/images/lifeguard.gif&w=983&h=911&ei=K4IZT42uKYnsggeQ24zvCw&zoom=1�
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XII. USE OF PUBLIC ADDRESS SYSTEM 
The P.A. system is used to aid the Lifeguards in carrying out their duties.  It is used to 
notify patrons of weather warnings, to clear the water, to inform large groups that their 
buses are leaving, to aid in crowd control, and to page a missing person.  Do not page any 
other person unless it is an emergency.  The P.A. system is not to be used to amplify 
music, send messages, etc.  Misuse of the P.A. system by the Lifeguard or other 
personnel will not be tolerated.   

 
* When using the P.A. system make sure to tap on the microphone to test the sound 
and to make sure all speakers are on.  When making an announcement, begin by 
saying, “May I have your attention please."  Repeat if necessary. 

A. Sample P.A. Announcements: 

a) End of the Day –  

"May I have your attention, please. It is now ____________ (time) and the 
Pinehurst Swim Beach is closing for the day, if you could please exit the pond 
by using the nearest exit. Thank you and have a good evening.” 

b) Missing Person -  
1. Informed guard (the one who is notified by a guest of a missing person) blows 

one whistle blast to alert other guards of an emergency.  If guard is 
The Aquatics Supervisor, they use the public address (PA) system to make the 
missing person announcement -   
 
“Everyone, please clear the water we have a missing child.” (x2) 
 
“We need all adults to form human chains. Joint hands and sweep the 
bottom of the beach with your feet.  When you reach your shoulders, turn 
around and come back.” 
 
“The child’s name is______, he/she is _______ years old, and is wearing 
(description of suit/ clothing).” 
 
“We also need people to search the bathrooms, (play structure) and 
parking lots.” 
 
“If you find_______ (name), please bring him/her to the beach front 
desk.” 
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2. After the child has been found say immediately –  

“The child has been found; please remain out of the water for a short 
safety break. When guards return to their stands, you may reenter the 
water.” 

The Aquatics Supervisor notes the time and stays with the reporting person while 
designating others to conduct a land search. They also call 911 and the Recreation 
coordinator. 

An accident report should also be filled out after the incident.  
 

c) Safety Break Announcement -  
1. "Attention Swimmers.  It is now __________ (time) and The Beach 

Lifeguards are conducting a 5 minute safety break. Swimmers please 
clear.”  

 
2. Wait until the water is completely clear, then announce – 

 
“Parents and groups, at this time please take the opportunity to find your 
children. At this time, I would also like to remind you of a few basic rules:  
No flotation devices are allowed, (except for coast guard approved 
lifejackets) No throwing sand, No outside food, No going underneath the 
slides, No pets and No hanging or pulling on the ropes or buoys.  Parents 
if your child is 6 or under you must be in the water with your child.” 

  
3. After the 5 minutes is over. (After all the guards have returned to their 

stands)-  
 
"Thank you very much for your cooperation, you may now return to the 
water at a slow and easy manner.  Enjoy the rest of the day.”-  
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XIII. EMERGENCIES 
 

A. When to call 911: 
1. If the person is a child and is bleeding severely 
2. Has an obstructed airway (even if the victim recovers) 
3. Has a possible broken bone 
4. Head injury where they lost consciousness for any length of time 
5. In extreme pain or discomfort 
6. Has a seizure  
7. Has critical burns 
8. Has a suspected spinal injury 
9. Has received rescue breathing or CPR 
10. A person in shock 
11. Heat exhaustion / heat stroke 

 
TAKE NOTE: In cases where parents are present when child is injured or when a 
customer has a Medical Alert bracelet, consult the parent or instructions on the 
bracelet before calling 911. 
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XIV. WATER RESCUES 
 

A. Communication Between Guards: 
Use the whistle to get the attention of others. When the whistle is blown, it should be 
loud, crisp and firm. There’s a lot of noise in the pool area, and authoritative whistle 
will snap people to attention. 

* 1 short blast =Attention swimmer! You’re breaking a rule! 

* 2 short blasts =Attention guard! 

* 1 long blast = water rescue, or emergency  

* 2 long whistle blasts =emergency water rescue 
 

B. Deep Water Rescue: 
1. Primary guard (guard who first spots the struggling guest, presumed to be 

guard in one of the stands) 1 long whistle blasts, points and enters the 
water to begin the rescue. Other guards cover the guard’s zone unless 
assistance is needed during the rescue.  In that case, the guard on rotation 
break clears the water while the other guards assist in the rescue.   

2. The Aquatics Supervisor assesses the situation, calls 911 if the guest is 
unconscious, and then goes down to the Beach to administer care.(2 long 
whistle blasts) 

3. While the guards perform the rescue, the guard on rotation break and the 
Aquatics Supervisor get the backboard.  All guards then go on to provide 
all necessary care within their training. 

C. Shallow Water Rescue: 
1. Primary guard blows 1 long whistle blast, points and enters the water to 

perform the rescue.  If assistance is called for, the nearest guard goes in to 
assist.  Then we need to clear the pond. 

2. Meanwhile, the other stand guard clears the water.   
3. Aquatics Supervisor calls 911 if the guest is unconscious, then they 

proceed to The Beach to prepare the backboard.  
4. Once the water is clear, the remaining guards assist in the extrication as 

needed.  All guards then provide all necessary aid within their training.   

D. Spinal Injury Management: 
1. Primary guard (guard who first spots the suspected spinal injury) blows 

one long whistle blast, points at the guest, signals a hand on back of their 
neck (spinal injury sign), calls for assistance, and enters the water to begin 
the rescue.  In most cases, the primary guard will be one of the guards in 
the stands monitoring the shallow water where the likelihood of a spinal 
injury is greater.   

2. The other stand guard will come down from their stand and enter the water 
bringing the backboard with them.  They head to the guest to determine 
consciousness and proceed to immobilize the guest.   
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3. The zero-entry guard or guards will clear all of the guests out of the water 
at this time.  They then will assist with the back-boarding once the water is 
clear.   

4. The Aquatics Supervisor will call 911 and then proceed to the beach front 
with blankets in hand to render assistance. 

5. All guards will complete the back boarding process and remove the guest 
from the water in a quick and effective manner. 
 
When calling 911 tell them: 
1. Who you are. 
2. The exact nature of your call. 
3. The exact location of the emergency (Pinehurst Beach) 
4. The present status of the emergency (clear description, answer 

qustions) 
5. Advise if you need an ambulance.  

 

E. On-Land Emergency: 
1. The Aquatics Supervisor calls 911. 
2. The guard closest to the guardhouse comes to assist with the land 

emergency. 
3. If necessary, the other guards may opt to clear the water if there is too 

much distraction and land assistance is needed. 

F. Severe Bleeding: 
1. Contact the other guards (whistle). 
2. May have to clear water to get aid from other guards. 
3. If possible, remove victim from the water.  
4. Apply direct pressure and elevation with sterile cloth. 
5. Call 911. 
6. Evaluate/treat for shock. 
7. Do not remove any bandages. 
8. Give control to EMS professionals when they arrive.  Assist if necessary. 
9. Do not clean up puddles of blood until after the professionals have 

determined the victim's blood loss. 

G. Heart Attack, Stroke or Other Medical Emergency: 
1. Contact other guards (whistle). 
2. Clear water to make assistance available if needed.(via P.A system) 
3. Assist victim from water. 
4. Determine victim's needs. 
5. Call 911if needed (nearest guard to front desk) 
6. If necessary, perform mouth to mouth and/or CPR. 
7. Give control to EMS professionals when they arrive.  Assist if necessary.  
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H. Accident on Walkway or Other Area of Facility: 
1. Lifeguard on break should attend to accident.  
2. Contact other guards (whistle). 
3. Conduct a primary survey. 
4. Check for possible spinal injury. 
5. Call 911 if needed. 
6. Administer first aid as needed. 
7. If injury is severe, clear area for additional assistance. 

I. Natural Disaster, Tornado Warning, Severe Thunderstorm Warning: 
1. Clear the beach area.  Announce over the PA system the severe weather 

situation. 
2. Supervisor will listen for further information on the radio. 
3. Do not allow people to reenter the water until the area is clear of threat. 
4. Evacuate to the bath house building. 
5. Evacuate for 30 minutes before reentering. – Do not allow swimmers to 

enter the wet sand or water for 30 minutes from the last time the thunder is 
heard or lightening is seen. 

 
***For all rescues, injuries or incidents, the involved guards file an appropriate 
report no matter how minor, and the Aquatics Supervisor calls the Recreation 
Coordinator, who then forwards the forms weekly to the city engineer (Caleb-
Peterson). A copy is kept on file. 
 
Completely fill out the necessary form 
 

A.) Incident Report 
B.) MDH Swimmers Injury Report 
C.) Water Rescue Report 
D.) Beach Eviction Form   

 

 

 

 

 

 

 

 



26 
 

XV. BASIC FIRST AID PROTOCOLS 
These Protocols were designed to standardize First 
Aid procedures for all staff members.  An Accident 
Report must be completed for any person requiring 
First Aid (including staff members).  If in doubt, it is 
always better to activate the EMS system (911) and 
have the victim refuse treatment than to allow a 
situation to become more serious.  It does not cost 
anyone anything to make the call.  The victim is 
charged only if transportation is provided. Always use 
the most current CPR techniques. 

A. Universal Precautions: 
The following procedures and practices specified are mandatory for all staff 
members to minimize the risk of exposure to infectious diseases.  No 
deviation is acceptable. Failure to take universal precautions will result in 
disciplinary action. 
1. Hand washing: All staff members are to thoroughly wash their hands 

with soap and water before and after administering First Aid. 
2. Gloves: Gloves are to be worn when administering all first aid. Gloves are 

required for exposure to body fluids, obvious infectious wounds and 
anytime the staff member has a break in skin continuity. 

3. Pocket Mask: Use a Pocket Mask with a one-way valve in all 
resuscitation situations. 

4. Face Shield: Use of a face shield is required when blood is spurting or 
there is a risk of exposure to any mucus membrane (eyes, nose and 
mouth). 

B. Cuts and Abrasions: 
1. Control bleeding if necessary.  Thoroughly clean the area.  The risk of 

infection is particularly high with abrasions or punctures.  Cover with a 
dry sterile dressing.  Consider the location, size and possible 
contamination of the wound.  If a wound is large, deep, or indicates other 
possible contamination, refer to victim's physician. 

2. If any object is embedded (i.e. puncture wound), do NOT try to remove it.  
Place dressing around the object and refer to the victim's physician or 
activate EMS (911).  Inquire about Tetanus booster for all puncture 
wounds. 

3. If bleeding cannot be controlled or blood loss is significant, activate EMS 
(911). 

C. Blisters:  
1. If the blister is closed, protect with a dry sterile dressing.  Do not break.   
2. If it is open, clean the area thoroughly.  Do not remove dead skin. 
3. Cover with a dry sterile dressing. Unless it is a 3rd degree burn 
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D. Wood Splinters: 
1. Do not attempt to remove splinters.  
2. Cover with a dry sterile dressing and refer to the victim's physician.   

E. Nose Bleeds: 
1. Have the victim sit down and lean forward, chin toward chest.   
2. Pinch the nose shut.   
3. Have the victim rest quietly.   

F. Eye Injuries: 
1. If there is a floating object in the eye, lift the upper eyelid, have the victim 

look down and flush with water.  If the object remains, have victim close 
both eyes and loosely bandage both eyes.  Refer to victim's physician, or 
activate EMS (911). 

2. If there are chemicals burning the eye, flush with water from the nose 
outward for 15-30 minutes.  Loosely bandage both eyes.  Refer to the 
victim's physician or activate EMS (911). 

3. If there is a penetrating object or a cut in the eye, loosely bandage both 
eyes.  Use an inverted cup when bandaging around a penetrating object.  
Refer to victim's physician or activate EMS. 

G. Shock:    
Shock is a condition resulting from a depressed state of many vital body 
functions.  Shock is aggravated by pain, by rough handling, and by delay in 
treatment.  To treat for shock, keep the victim lying down; maintain body 
temperature (cover if needed) and activate EMS (911). 

H. Bee Sting: 
1. If the stinger is still embedded, remove by scraping it with a credit card.  

Do not squeeze the stinger, since that will release more venom into the 
blood.  Clean thoroughly.  Apply a cold pack to reduce the swelling and 
pain. 

2. If signs and symptoms of an allergic reaction develop, activate EMS 
(911).  Signs and Symptoms include pain; swelling of the throat; redness 
or discoloration at the sight; itching; hives; decreased consciousness and 
difficult or noisy breathing.  Treat for shock and monitor vitals. 

I. Fractures, Dislocations, Sprains and Strains: 
Always treat for a fracture.  Apply cold packs to all but open fractures.  Treat 
for shock and monitor vitals.  Activate EMS or refer to the victim's physician. 



28 
 

J. Burns: 
1. Cool first degree and second-degree burns with no open blisters with cool 

water. Apply a loose sterile dressing.   
2. For second degree burns with open blisters, cover with a dry sterile 

dressing. Refer to the victim's physician or activate EMS. 
3. Third degree burns, call 911 and monitor the vitals and treat for shock 
4. Treat for shock and monitor vitals.  

  
K. Heat Emergencies: 

1. Heat Cramps - Heat cramps are muscular pains and spasms.  Get the 
victim to a cooler place.  If the victim has no other injuries and can 
tolerate water, administer one-half glassful every 15 minutes for an hour. 

2. Heat Exhaustion - Heat exhaustion typically occurs when body fluids are 
lost through heavy sweating causing decreased blood flow to vital organs.  
Signs and symptoms include cool, pale and moist skin, heavy sweating; 
dilated pupils; headache; nausea; dizziness and vomiting.  Body 
temperature will be nearly normal.  Get the victim to a cooler place.  Place 
him/her in shock position, lying on the back, with feet up.  Remove or 
loosen victim's clothing.  Cool by fanning, applying cold packs or wet 
towels.  Treat for shock and activate EMS (911). 

3. Heat Stroke - Heat stroke is a life-threatening emergency caused by a 
dysfunction of the sweat mechanism.  Signs and symptoms include hot red 
skin; constricted pupils, and a very high body temperature.  Skin may be 
moist or dry.  If untreated, heat exhaustion can develop into heat stroke.  
Activate EMS (911) and get the victim to a cooler place.  Cool the victim 
by applying cold packs or wet towels and fanning.  Treat for shock.  Give 
nothing by mouth. 

L. Seizures: 
Prevent injury by removing objects nearby.  Loosen clothing.  Do not restrain 
victim or force anything between the teeth.  Activate EMS (911).  If the 
seizure occurs in the water, maintain an open airway until the convulsions 
stop.   

M. Sudden Illness: 
For any sudden illness (stroke, appendicitis, etc.), make the victim as 
comfortable as possible and activate EMS (911). 

N. Breathing Emergency: 
If a victim has stopped breathing or is getting insufficient oxygen but has a 
pulse, activate EMS (911) and begin rescue breathing (follow CPR 
guidelines). 
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O. Choking: 
If the victim is conscious and can cough forcefully, breathe or speak, 
encourage him/her to continue coughing.  If a conscious victim cannot 
breathe, speak or is coughing weakly, activate EMS (911) and perform 
abdominal thrusts until the object is dislodged or the victim loses 
consciousness.  For an unconscious victim, activate EMS (911).  Check vitals 
and follow CPR guidelines. 

 
 

XVI. EMPLOYEE RIGHT-TO-KNOW 
This manual has been developed to help fulfill the requirements of the Minnesota 
Employee Right-to-Know Act of 1983.  The information presented is designed to inform 
you about potential work-related hazards in order to promote a safe and healthful work 
environment for all employees. 

A. Employee Right to Know Summary 
1. An inventory process will be established, including an initial assessment 

of hazards in the work place and an ongoing review of newly introduced 
substances or agents. 

2. After completing the hazards inventory, the employer will determine 
which employees are at risk of exposure. 

3. A current and accurate information system about hazardous substances, 
harmful physical agents and infectious agents (clinics and hospitals only) 
will be readily accessible to employees. 

4. Training will be provided to all employees who are assigned to jobs in 
which they may be routinely exposed to hazardous substances. 

5. Training will be provided to all employees who are routinely exposed to 
physical agents in excess of the permissible exposure limits set by the 
Occupational Safety and Health Administration (OSHA).  

6. New hires will be trained prior to a job assignment where they may be 
routinely exposed to a hazardous substance or agency. 

7. Additional training will be provided to an employee prior to routine 
exposure to any new chemicals or physical agents that may not have been 
covered in previous training sessions. 

8. Training updates will be conducted annually. 
9. Records of the training will be maintained. 
10. All containers of hazardous substances will be labeled.  
11. The employer has the right: 

a) To assign employees to alternative jobs until proper training 
has been provided or the hazardous condition has been 
eliminated. 

b) To expect that employees will comply with all occupational 
safety and health standards, rules and regulations and orders 
issued under the act that apply to their own actions on the job. 
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c) To request a signed statement from employees verifying 
training. 

d) To protect trade secrets. 
12. Employees have a conditional right to refuse work if they believe it will 

place them in imminent danger or if the information and training required 
under the law have not been provided. 
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XVII. GENERAL EMERGENCY ACTION PLANS 
 

A. Fire: 
1. Call 911  
2. Blow whistle one long blast 
3. Have all patrons exit the pool in calm manner 
4. Evacuate the bathhouse building at the nearest exit door furthest away 

from the fire (do not let anyone go into the lockers for any reason) 
5. Check locker rooms Men’s and Women’s to make sure no one is still in 

them. 
6. Leave the building yourself (do not shut anything off or lock anything) 
7. After getting the all clear reenter the building and check pool and pool 

area out to ensure it is safe for the customer to reenter the pool area. 
8. Call the Recreation Coordinator and City Maintenance supervisor. 

 
B. For a Tornado at The Beach: 

1.  Blow whistle one long blast 
2. Have all patrons exit the pool in calm manner 
3. Evacuate the pool area 
4. Move all patrons into the bathhouse and out of pool area 
5. Make sure that all people are out of pool area 
6. When all clear is sounded staff members will see if all equipment is in-

place and area if safe for patrons to return to the pool area. 
7. Depending on time reopen or close facility down for the day. 
8. Call the Recreation Coordinator and the Streets/Parks Supervisor  

 
C. Chlorine gas Emergency:  

1. Call 911 
2. Blow whistle one long blast 
3. Clear all patrons from the pool area 
4. Move all patrons to the top of the hill adjacent to Chestnut Street and the 

cemetery. Stay there until the all clear sign is given. 
5. Call the Recreation Coordinator and Street/Parks Supervisor.  
6. When given the all clear by fire or other dept.  

a. The Certified Pool Operator on duty with the city will enter pool 
area first then give the all clear for staff to enter pool area 

b. Pool will be closed for the remainder of the day  
i. Staff will make sure all equipment is ready for the next day  

ii. Lock-up and wait for Recreation Coordinator or Aquatics 
Supervisor to release staff before leaving. 
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D. Bomb Threat: 
Bomb threats are to be considered valid and taken seriously until proven 
otherwise. Safety of the public and The Beach employees, buildings and 
facilities will take precedence over normal activities.  

1. Procedures:  
a. Threat received by call.  Keep the caller on the line as long as 

possible. 
b. Write down all the information obtained from the caller in the 

exact words.  
c. Trace origin of the call by dialing *69  immediately upon 

termination of the bomb threat.  
d. Call 911 and notify the police immediately.  

2. Responsibilities:  
a. All bomb threats directed towards any Community Ed or City 

employee, building, facility or event, whether received in the mail 
or by phone by any department, will be immediately reported to 
the Police Department @ 911.   

b. The responsibility for investigating bomb threats rests with the 
Police Department.   

c. The Police Department will notify the Fire Department.   
d. If the Police Department deems it necessary evacuation will be 

conducted in accordance with Cloquet’s Emergency Evacuation 
Plan.  

3. Evacuation:  
a. If it is determined by the Cloquet Police Department an evacuation 

is needed, the evacuation of The Beach area shall be initiated by 
the Aquatics Supervisor with the assistance of all on-duty Beach 
personnel.   

 
E. Fighting: 

Definition of a fight:  Fighting is characterized by violent/aggressive behavior 
between/among two or more individuals with the intent of inflicting physical 
harm upon one another.  Any customer of The Beach involved falls under this 
policy, regardless of who initiated the fight.  The consequences for fighting at 
the Beach are as follows: 

1. First Offense:   
a. Ten day suspension from The Beach. 
b. If under 18, parents will be notified. 
c. Referral to law enforcement officials. 

2. Second Offense:  
a. Recommendation for expulsion from The Beach for rest of summer   

season. 
b. Referral to law enforcement officials 

TAKE NOTE: Customers promoting/instigating a fight by contributing to a fight 
verbally or through behavior or actions intended to prevent intervention and stopping of 
the fight by The Beach staff may be declared as a participant in the fight and incur the 
same consequences. 
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F. Weapons: 
It is the policy of The Beach to maintain a positive, safe and secure environment 
for families and children.  Therefore, the city and community education will not 
tolerate weapons as defined in this policy at any time in Pinehurst Park or any 
other school or city park or facility.  Customers or visitors to these parks or 
facilities may not possess, store, handle, transmit, or use any weapon in any of the 
environments listed above.  Any person found to possess, store, handle, transmit, 
or use any weapon anytime will be subject to expulsion from the park in question 
and/or legal action. 
 
If any Beach staff become aware of a weapon being brought into The Beach or a 
city park or facility they must immediately notify an immediate Supervisor.  A 
staff member who becomes aware that he/she is in possession of a weapon and 
who immediately notifies an immediate Supervisor, may avoid, depending on the 
circumstances, being considered to be in possession of a weapon; staff should not, 
however, pick up or transport the weapon. 
 
Weapons include, but are not limited to the following: 

1. All firearms, loaded, unloaded, working or not working.  
2. Other firearms of all types including pellet, BB, stun, splat, starter 

pistols, and/or look-alikes, or replica firearms which include 
facsimile or toy versions of firearms and reasonably appear to be a 
pistol, revolver, shotgun, sawed-off shotgun, rifle, machine gun, 
rocket launcher, or any other firearm. 

3. Knives including switchblade or automatically opening blades, 
butterfly knives, Swiss army knives, hunting knives, daggers, 
swords, razors. 

4. Artificial knuckles or other similar objects designed to be worn over 
or inside the fist or knuckles.  

5. Blackjacks, clubs, nun chucks, throwing stars.  
6. Explosives and/or similar devices with threatened intent to cause an 

explosion, including fireworks.  
7. Poisons, chemicals, combustible or flammable liquids, or substances 

capable of causing bodily harm. 
8. Slingshots, bows and arrows. 
9. Mace. 
10. Any other device or instrument used to intimidate, threaten, or inflict 

bodily harm or fear. 
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G. Fecal Related Accidents: 
For any type of accidental fecal release (AFR) call Les Peterson City Maintenance 
Supervisor, direct all swimmers to leave the beach. The beach must remain closed 
until all of the following procedures have been completed. An AFR will 
effectively close the beach for the day. 

1. For any type of AFR, manually remove as much of the material as 
possible. If the AFR is formed, remove it from the pool without 
breaking it apart. It is less likely that recreational water illnesses 
(RWI) will spread if this action is taken in a prompt manner. Use a 
scoop or net and dispose of the material using the sanitary facilities. 

2. Cleaning and disinfect the scoop and net, then place them in the pool 
during the disinfection procedures performed by the city. 
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APPENDIX: FORMS and REPORTS 
XVIII. EMERGENCY TELEPHONE NUMBERS  

EMS: 911 

Fire:  911 

Police: 911 

Poison Control Center:     1-800-764-7661 

Bath house phone #:      (218) 879-2754 

Community Education Office    (218)879-1261 

Recreation Coordinator: Joy Behling      (218) 348-9876 

Community Education Director: Sara Liimatainen (218) 260-8535 

City Maintenance Supervisor: Les Peterson      (218) 393-8165 

Pinehurst Park: 

Or 

601 Pinehurst Park Drive 

Cloquet, MN 55720 
 
 
Name and address of medical facility with 24-hour emergency cardiac care:   
 
Cloquet Community Memorial Hospital  (218) 879-4641 
512 Skyline Blvd. 
Cloquet, MN  55720 
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XIX. The Beach at Pinehurst INCIDENT REPORT - Rev 5/2009 

 
Staff Information: 
Name of Staff making report:________________________________________________ 

Title: ___________________________________________________________________ 

Signature: _________________________________________ Date:________________ 

Name of supervisor on duty: ________________________________________________ 

Other staff on duty when incident occurred: ____________________________________ 

Is follow-up requested by person(s) involved? _____.    Who?______________________ 

Incident:                                 Date of Incident: ________________________________ 

 Be factual 
 Include only observations of person(s) and occurrence 
 Put all statements in quotes and identify the speaker 
 Use additional pages if necessary and attach to this sheet 
 Submit to supervisor immediately following incident 

 
Full description of incident: ___________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

Additional Pages Used? ____Yes ____No 

Action taken by staff: ________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

Additional Pages Used? ____Yes ____No 
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IF APPROPRIATE, DIAGRAM WITH LOCATION OF INCIDENT AND 
LANDMARKS 

 
Was photograph taken of where incident occurred?   Yes  No 
 
Supervising adult present?   _____Yes   _____No 
 
Name of supervising adult: ___________________________________________ 

 
If 911 was called, did injured person deny assistance from paramedics? 
          No  _____Yes 
  
Reason given by injured person or supervising adult: _______________________

 ____________________________________________________________

__________________________________________________________________

__________________________________________________________________

   

Did injured person return to the activity?      _____ Yes ____  No              

 
Witnesses (include staff): 
 
Name: ____________________________________________________________ 

Address:__________________________________________________________ 

__________________________________________________________________ 

Phone number: _____________________________________________________ 

 

Name: ___________________________________________________________            

Address:__________________________________________________________ 

      ______________________________ 

Phone number: _____________________________________________________ 

Any Additional Comments on the situation:  
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XX. ACKNOWLEDGEMENT of MANUAL 
 
 
I, ___________________________ by my signature below, herby certify that I 
have read and understand the conditions of The Beach at Pinehurst Park Staff 
Manual. I have had an opportunity to discuss it fully and I have had all of my 
questions answered. I understand the material and know my responsibilities 
thoroughly. I agree to abide by its provisions and am aware of the disciplinary 
measures that will be taken if the procedures contained in this manual are not 
adhered to. 
 
 
Signed: ______________________________________________________ 
 
Date: ________________________________________________________ 
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XXI. LIFEGUARD TRAINING GRID 
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XXII. REQUEST for USE of BEACH FACILITIES 
 

Cloquet Pinehurst Beach Group Policy (Organizations, Birthday Parties) 
 

Request for use of Beach Facilities 
Send to: Cloquet Community Education 

509 Carlton Avenue 
Cloquet, MN 55720 

Phone: 218-879-1261, Fax: 878-3013 
 
Pinehurst Beach 
Date/Time of Arrival - Departure______________________/______________________ 
Name of Group/Leader_____________________________/_______________________ 
Address____________________________________City______________Zip_________ 
Phone Number__________________________ Fax Number_______________________ 
 
Number of children aged: 

4 and under______________________ 
5 to 9___________________________ 
10 and older______________________ 

Number of supervisors___________________ 
Number with special needs________________ 
Total in group:__________________________ 
 
I have read the Beach Group Policy for Pinehurst Beach. I agree to follow the guidelines 
when using the beach area. I understand our group will be denied beach use if the policy 
is not followed. 
___________________________________          ________________________________ 
Signature of Group Supervisor   Signature of beach supervisor 
Date____________________________  Date__________________________ 
 
------------------------------------------------------------------------------------------------------------ 
Lifeguard use Only 
 
Did the group arrive and check in with a lifeguard?_________ Lifeguard’s Initials_____ 
# of children under 16________, # Supervisors_________,  
# of participants with special needs______   (Shallow water only)_______  
(Good Swimmer/Deeper Water)_________  (Requires lifejacket)________ 
Total # in group_________ 
 
Comments:______________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Implemented: 2012 
Revised: TBA 
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XXIII. POND MAPS 
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XXIV. PINEHURST BEACH GROUP POLICY 
 
Certain guidelines must be followed to create a safe and enjoyable visit for all pond 
visitors. These guidelines were developed to assist groups, organizations and families in 
the implementation of safety measures for their beach outing.  

 
1. The minimum ration of supervisors to children is: 

1:3 for children ages 3 & 4 
1:6 for children ages 5 to 9 
1:10 for children ages 10 and older 
1:1 for children with special needs 

*supervisors must be in the water with the children if that is where they are located. 
*the attached (or on back) swimming protocol. 
* This represents only a minimum requirement. It is the responsibility of the 
organization and its supervisors to know each child’s limitations. Children with 
special needs shall be required to have a higher supervisor/child ratio. 
 
2. Any inner tube, raft or inflatable or buoyant object or flotation device intended to 

support a person in the water is prohibited; except a United States Coast Guard 
approved Type I,II,III, or V personal flotation device.   

 
3. Children must be instructed and supervisors must enforce that “no child shall 

ever leave an assigned area without permission”. This means that no child 
should go to the restroom, concession, or vending area, play structures, etc., 
without permission.  If a child needs to leave the group, a supervisor must 
accompany the child. 
 

4. Lifeguards enforce rules and regulations and react to emergencies at the beach. 
 

5. Adults must supervise children at all times. Watching children while laying down, 
reading books or napping, does not fulfill this requirement. 
 

6. You must check in with the Supervisor when the group arrives. Groups who do 
not have proper supervision or do not this follow group beach policy will lose 
swimming privileges for the day and will have to vacate this facility/ beach area. 
 

Additional Information or Responsibilities 
Pinehurst Beach reserves the right to cancel your beach visit or divide your group 
into shifts if extreme beach conditions arise which would provide an unsafe 
swimming environment. 
 
* The beach closes for ½ hour from the last time that thunder or lightning is 
observed, or if other weather conditions warrant closure. 
* Lifeguards enforce rules and regulations and react to emergencies at the beach. 
* Lifeguards are not responsible for the supervision of swimmers! 
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BEACH GROUP POLICY (continued) 
 
Groups who do not have proper supervision or do not follow this group beach 
policy will lose swimming privileges for the day and will have to vacate the 
swimming facility/ beach area.  

 
 
I have read the Beach Group Policy for Pinehurst beach pond. I agree to follow 
the guidelines when using the beach area. I understand our group will be denied 
beach use if the policy if not followed. 
 
Date(s) of group: __________________________________________________ 
 
Time:____________________________________________________________ 
 
 
_____________________________  ______________________________ 
Signature of group supervisor   Signature of pool supervisor 
 
Date___________________________ Date__________________________ 
 
Fax form to 218-878-3013; or mail to Community Education, 509 Carlton Ave., 
Cloquet, MN 55720; jbehling@cloquet.k12.mn.us 

mailto:jbehling@cloquet.k12.mn.us
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XXV. BIRTHDAY PARTY PROCEDURES 
The Beach band shell may be rented for a Birthday party - $25.00 for 2 ½ hour rental. 
Patrons should call in advance to confirm their registration or pay at the door. We cannot 
guarantee a spot for them if they pay at the door. 

Rental includes: 

A. Up to 10 children (including birthday child) + two adults free 
admission. 

B. Food is allowed (only in band shell for birthday party rental). 
C. Parties can take place any day of the week. 
D. Additional children are $2. 
E. Tables and chairs provided in band shell (set up by 

concession workers). 
F. Staff does not provide supervision. 
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XXVI. PINEHURST BEACH SWIMMING PROTOCOL 
 
ISD #94 Cloquet, Minnesota 
 

• Parents choose their child’s swimming ability on our registration form.  
o Choices are: shallow water only, good swimmer/deeper water or requires 

life jacket.  
o Parents can choose more than one option, for example: they may choose 

shallow water and life jacket.  
 

• Children are grouped according to swimming ability. 
 

• Ratios:  
o 1:3 for children ages 3 & 4 
o 1:6 for children ages 5 to 9 
o 1:10 for children ages 10 and older 
o 1:1 for children with special needs 

 
• Before arrival, children are instructed in the rules of Pinehurst Beach. 

 
• Upon arrival each staff chooses an appropriate area for their group to swim. 

(according to swimming ability) 
 

• The staff never leaves their groups. There is also one staff person assigned to be a 
runner. One of the duties is escorting children to and from the washroom.  

 
• Two way radios can be brought and used for communication. 

 
• Two staff and their groups are assigned to an area.  

o One staff goes in the water and the other stands on the beach.  
o Staff keep constant vigilance of their children. 
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XXVII. MDH SWIMMING INJURY REPORT FORM 
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XXVIII. DAILY BEACH REPORT 
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XXIX. WATER RESCUE REPORT 
 
Name of facility or attraction: _______________________________________________ 
 
Date: ___________ Time: __________  Senior Supervisor: _______________________ 
 
Primary Rescuer: _____________________________  Location: ___________________ 
 
________________________________________________________________________ 
 
Secondary Rescuer: ___________________________  Location: ___________________ 
 
_______________________________________________________________________ 
 
Other Guards on duty: _____________________________________________________   
 
Location(s): _____________________________________________________________ 
 
Name of victim(s): ____________________________________Age(s): _____________ 
 
Number of people in the pool at time of rescue: _________________________________ 
 
Location of victim at time of rescue: __________________________________________ 
 
________________________________________________________________________ 
 
Victim was (check one): Active: ________  Passive: _________  Submerged: _________ 
 
Description of Rescue: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

 

________________________________                  _______________________________ 

Signature of Employee    Signature of Supervisor
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XXX. EMERGENCY ACTION PLAN 
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XXXI. BEACH EVICTION FORM 
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XXXII. BEACH ENTRY PROTOCOL 
 

A. Lifeguards:  
Before paying and/or entering: 

1. Ask if this is their first time to The Beach. 
2. Have all patrons read the rules and Entrance Sign. 
3. Tell patron(s) about our lifejacket rental. 
4. Every hour we will have a 5 minute safety break and a15 minute 

safety break at 2:00pm and 5:00pm. 
 

B. Other Lifeguard Info: 
1. Checks need phone #’s. 
2. Don’t give change for checks. 
3. We do not accept Debit/Credit Cards. 
4. For Family/Individual Passes write down form of payment and initial 

it. 
5. Write down register mistakes. 
6. When large groups come, the supervisor must talk to the group before 

they can enter. 
 
C. Information regarding childcare passes: 

1. Adults with family passes can bring children on the childcare pass to 
the beach. Please look them up separately. 

2. If an adult brings a child that is on a childcare pass and they do not 
have a pass themselves the adult needs to pay to get into the beach. 

3. A childcare provider can have her own children on the pass but there 
can be no more than 10 on the pass. 

4. A childcare pass is a group of 10 with 2 adults. 
5. ALL childcares need to have read and filled out the group policy 

form. 
 
D. Checks: 
Please make sure all checks have phone numbers on them.  
 
E. Birthday Parties: 
All birthday parties are listed on the calendar. Please have people come to the 
office to make birthday party arrangements. All Birthdays will have filled out a 
request form. 
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XXXIII. RENTAL JACKET FORM 
 
Name 
(Parent/Renter) Age Weight Lifejacket # 

Form of I.D. or 
Phone/Address Date 
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XXXIV. IN-SERVICE RECORD 
 
Location: _________________________________________________________ 

Date: _____________________________________________________________ 

Trainer/Instructor/Speaker: ___________________________________________ 

Description:________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 
 
Attendance: Please print your name clearly. 
 
1.________________________________________________________________ 

2.________________________________________________________________ 

3.________________________________________________________________ 

4.________________________________________________________________ 

5.________________________________________________________________ 

6.________________________________________________________________ 

7.________________________________________________________________ 

8.________________________________________________________________ 

9.________________________________________________________________ 

10._______________________________________________________________ 

11._______________________________________________________________ 

12._______________________________________________________________ 

13._______________________________________________________________ 

14._______________________________________________________________ 
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XXXV. TIME SHEET EXAMPLE 
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XXXVI. STAFF PERFORMANCE EVALUATION 
 
Name: ____________________________________ Date: ___________   Time: ___________ 
 
Work Area: ________________________________ 
 
Person conducting the evaluation please respond accordingly the following questions: 
 
Rating for each: 3 for excellent (exceeds expectations) 2 Meets Expectations 1 Needs work or NA does not 
apply 
 
Conveys a positive attitude about the Area in which they work and its participants 3   2   1   NA 

Is punctual and a has a responsible attitude about his/her schedule   3   2   1   NA 

Follows all aspects of the Job Description for his/her position     3   2   1   NA 

Helps people in need using appropriate procedures     3   2   1   NA 

Is observant and redirects unacceptable behaviors as necessary    3   2   1   NA 

Makes constructive use of program supplies and materials    3   2   1   NA 

Shares responsibility for building maintenance (set-up and clean-up)   3   2   1   NA  

Communicates appropriately with (staff and patrons)      3   2   1   NA  

Works cooperatively as a staff member      3   2   1   NA  

Is easy to get a hold of and keeps the lines of communication open with all staff  3   2   1   NA 

 
Positives (the person being evaluated is a great addition to this staff because…….) 
 
 
 
 
 
 
 
 
 
Suggestions (needed job improvements): 
 
 
 
 
 
 
 
 
 
Please follow up on this individual: y or n 
 
 
Supervisor Signature: ____________________________________________Date:_____________ 
 
 
 
Coordinator Signature: ___________________________________________Date:_____________ 
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