
FOREWORD 
 
Whether you have just joined our staff or have been at Kevin’s Swim School LLC dba Excel 
Aquatics for a while, we are confident that you will find our company a dynamic and rewarding 
place in which to work, and we look forward to a productive and successful association. We 
consider the employees of Kevin’s Swim School LLC dba Excel Aquatics to be one of its most 
valuable resources. This handbook has been written to serve as the guide for the 
employer/employee relationship. 
 
There are several things to keep in mind about this handbook. First, it contains only general 
information and guidelines. It is not intended to be comprehensive or to address all the possible 
applications of, or exceptions to, the general policies and procedures described. For that 
reason, if you have any questions concerning eligibility for a particular benefit or the applicability 
of a policy or practice to you, you should address your specific questions to the Human 
Resource department. Neither this handbook nor any other company document confers any 
contractual right, either express or implied, to remain in the company's employ. Nor does it 
guarantee any fixed terms and conditions of your employment. Your employment is not for any 
specific time and may be terminated at will with or without cause and without prior notice by the 
company, or you may resign for any reason at any time. No supervisor or other representative 
of the company (except the president) has the authority to enter into any agreement for 
employment for any specified period of time or to make any agreement contrary to the above.  
 
The procedures, practices, policies and benefits described here may be modified or 
discontinued from time to time. We will try to inform you of any changes as they occur. 
 
This handbook and the information in it should be treated as confidential. No portion of this 
handbook should be disclosed to others, except Kevin’s Swim School LLC dba Excel Aquatics 
employees and others affiliated with Kevin’s Swim School LLC dba Excel Aquatics whose 
knowledge of the information is required in the normal course of business. 
 
Please note that the terms of the written insurance policies are controlling and override any 
statements made in this or other documents. 
 
 
 
  



Employee Handbook Acknowledgment and Receipt  
 
I have received my copy of the Employee Handbook. 
 
The employee handbook describes important information about Kevin’s Swim School LLC, and I 
understand that I should consult my manager or Human Resources regarding any questions not 
answered in the handbook. I have entered into my employment relationship with Kevin’s Swim 
School LLC dba Excel Aquatics voluntarily and acknowledge that there is no specified length of 
employment. Accordingly, either I or Kevin’s Swim School LLC dba Excel Aquatics can 
terminate the relationship at will, with or without cause, at any time, so long as there is 
not violation of applicable federal or state law. 
  
I understand and agree that, other than the president of company, no manager, supervisor or 
representative of Kevin’s Swim School LLC dba Excel Aquatics has any authority to enter into 
any agreement for employment other than at will; only the president of the company has the 
authority to make any such agreement and then only in writing signed by the president of 
Kevin’s Swim School LLC. 
 
This handbook and the policies and procedures contained herein supersede any and all prior 
practices, oral or written representations, or statements regarding the terms and conditions of 
my employment with Kevin’s Swim School LLC. By distributing this handbook, the company 
expressly revokes any and all previous policies and procedures that are inconsistent with those 
contained herein. 
 
I understand that, except for employment-at-will status, any and all policies and practices may 
be changed at any time by Kevin’s Swim School LLC, and the company reserves the right to 
change my hours, wages and working conditions at any time. All such changes will be 
communicated through official notices, and I understand that revised information may 
supersede, modify or eliminate existing policies. Only the president of Kevin’s Swim School LLC 
dba Excel Aquatics has the ability to adopt any revisions to the policies in this handbook. 
 
I understand and agree that nothing in the Employee Handbook creates, or is intended to 
create, a promise or representation of continued employment and that employment at 
Kevin’s Swim School LLC dba Excel Aquatics is employment at will, which may be 
terminated at the will of either Kevin’s Swim School LLC dba Excel Aquatics or myself. 
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a 
legal document. I understand and agree that employment and compensation may be 
terminated with or without cause and with or without notice at any time by Kevin’s Swim School 
LLC dba Excel Aquatics or myself.  
 
I have received the handbook, and I understand that it is my responsibility to read and comply 
with the policies contained in this handbook and any revisions made to it. 
________________________________________ 
Employee's Signature 
 
________________________________________ 
Employee's Name (Print) 
 
____________________ 
Date 



TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE  
  



DIVERSITY 
 

Equal Employment Opportunity Statement 
 

Kevin’s Swim School LLC dba Excel Aquatics provides equal employment opportunities (EEO) 
to all employees and applicants for employment without regard to race, color, religion, gender, 
sexual orientation, gender identity, national origin, age, disability, genetic information, marital 
status, amnesty or status as a covered veteran in accordance with applicable federal, state and 
local laws. Kevin’s Swim School LLC dba Excel Aquatics complies with applicable state and 
local laws governing nondiscrimination in employment in every location in which the company 
has facilities. This policy applies to all terms and conditions of employment, including hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and 
training. 
 
Kevin’s Swim School LLC dba Excel Aquatics expressly prohibits any form of unlawful 
employee harassment based on race, color, religion, gender, sexual orientation, national origin, 
age, genetic information, disability or veteran status. Improper interference with the ability of 
Kevin’s Swim School LLC dba Excel Aquatics employees to perform their expected job duties is 
absolutely not tolerated. 
 

 Kevin’s Swim School LLC’s Antiharassment Policy and Complaint 
Procedure 

 
Kevin’s Swim School LLC dba Excel Aquatics is committed to a work environment in which all 
individuals are treated with respect and dignity. Each individual has the right to work in a 
professional atmosphere that promotes equal employment opportunities and prohibits unlawful 
discriminatory practices, including harassment. Therefore, Kevin’s Swim School LLC dba Excel 
Aquatics expects that all relationships among persons in the office will be business-like and free 
of bias, prejudice and harassment.  
 
It is the policy of Kevin’s Swim School LLC dba Excel Aquatics to ensure equal employment 
opportunity without discrimination or harassment on the basis of race, color, religion, gender, 
sexual orientation, gender identity, national origin, age, disability, genetic information, marital 
status, amnesty or status as a covered veteran. Kevin’s Swim School LLC dba Excel Aquatics 
prohibits any such discrimination or harassment.  
 
Kevin’s Swim School LLC dba Excel Aquatics encourages reporting of all perceived incidents of 
discrimination or harassment. It is the policy of Kevin’s Swim School LLC dba Excel Aquatics to 
promptly and thoroughly investigate such reports. Kevin’s Swim School LLC dba Excel Aquatics 
prohibits retaliation against any individual who reports discrimination or harassment or who 
participates in an investigation of such reports. 
 
Definitions of Harassment  
Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. 
For the purposes of this policy, sexual harassment is defined, as in the Equal Employment 
Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature when, for example a) submission 



to such conduct is made either explicitly or implicitly a term or condition of an individual's 
employment; b) submission to or rejection of such conduct by an individual is used as the basis 
for employment decisions affecting such individual; or c) such conduct has the purpose or effect 
of unreasonably interfering with an individual's work performance or creating an intimidating, 
hostile or offensive working environment.  
 
Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve 
individuals of the same or different gender. Depending on the circumstances, these behaviors 
may include unwanted sexual advances or requests for sexual favors; sexual jokes and 
innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual 
prowess or sexual deficiencies; leering, whistling or touching; insulting or obscene comments or 
gestures; display in the workplace of sexually suggestive objects or pictures; and other physical, 
verbal or visual conduct of a sexual nature.  
 
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under 
this policy, harassment is verbal, written or physical conduct that denigrates or shows hostility or 
aversion toward an individual because of his/her race, color, religion, gender, sexual orientation, 
national origin, age, disability, marital status, citizenship, genetic information or any other 
characteristic protected by law or that of his/her relatives, friends or associates, and that a) has 
the purpose or effect of creating an intimidating, hostile or offensive work environment; b) has 
the purpose or effect of unreasonably interfering with an individual's work performance; or c) 
otherwise adversely affects an individual's employment opportunities.  
 
Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or 
hostile acts; denigrating jokes; and written or graphic material that denigrates or shows hostility 
or aversion toward an individual or group and that is placed on walls or elsewhere on the 
employer's premises or circulated in the workplace, on company time or using company 
equipment via e-mail, phone (including voice messages), text messages, tweets, blogs, social 
networking sites or other means.  
 
Individuals and Conduct Covered  
These policies apply to all applicants and employees, whether related to conduct engaged in by 
fellow employees or someone not directly connected to Kevin’s Swim School LLC dba Excel 
Aquatics (e.g., an outside vendor, consultant or customer).  
 
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related 
setting outside the workplace, such as during business trips, business meetings and business-
related social events.  
 
Complaint Process 
Individuals who believe they have been the victims of conduct prohibited by this policy 
statement or who believe they have witnessed such conduct should discuss their concerns with 
their immediate supervisor, Human Resources or any member of management.  
  
When possible, Kevin’s Swim School LLC dba Excel Aquatics encourages individuals who 
believe they are being subjected to such conduct to promptly advise the offender that his or her 
behavior is unwelcome and request that it be discontinued. Often this action alone will resolve 
the problem. Kevin’s Swim School LLC dba Excel Aquatics recognizes, however, that an 
individual may prefer to pursue the matter through complaint procedures.  
 



Kevin’s Swim School LLC dba Excel Aquatics encourages the prompt reporting of complaints or 
concerns so that rapid and constructive action can be taken before relationships become 
irreparably strained. Therefore, although no fixed reporting period has been established, early 
reporting and intervention have proven to be the most effective method of resolving actual or 
perceived incidents of harassment.  
 
Any reported allegations of harassment, discrimination or retaliation will be investigated 
promptly. The investigation may include individual interviews with the parties involved and, 
where necessary, with individuals who may have observed the alleged conduct or may have 
other relevant knowledge.  
 
Confidentiality will be maintained throughout the investigatory process to the extent consistent 
with adequate investigation and appropriate corrective action.  
 
Retaliation against an individual for reporting harassment or discrimination or for participating in 
an investigation of a claim of harassment or discrimination is a serious violation of this policy 
and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of 
retaliation should be reported immediately and will be promptly investigated and addressed.  
Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately.  
 
If a party to a complaint does not agree with its resolution, that party may appeal to Kevin’s 
Swim School LLC's owner.  
 
False and malicious complaints of harassment, discrimination or retaliation may be the subject 
of appropriate disciplinary action.  

 
Background and Reference Checks 

 
To ensure that individuals who join Kevin’s Swim School LLC dba Excel Aquatics are well 
qualified and to ensure that Kevin’s Swim School LLC dba Excel Aquatics maintains a safe and 
productive work environment, it is our policy to conduct pre-employment background checks on 
all applicants who accept an offer of employment. Background checks may include verification 
of any information on the applicant’s resume or application form. 
 
All offers of employment are conditioned on receipt of a background check report that is 
acceptable to Kevin’s Swim School LLC. All background checks are conducted in conformity 
with the Federal Fair Credit Reporting Act, the Americans with Disabilities Act, and state and 
federal privacy and antidiscrimination laws. Reports are kept confidential and are only viewed by 
individuals involved in the hiring process.  
 
If information obtained in a background check would lead Kevin’s Swim School LLC dba Excel 
Aquatics to deny employment, a copy of the report will be provided to the applicant, and the 
applicant will have the opportunity to dispute the report’s accuracy. Background checks may 
include a criminal record check, although a criminal conviction does not automatically bar an 
applicant from employment. 
 
Additional checks such as a driving record or credit report may be made on applicants for 
particular job categories if appropriate and job related. 
 



Kevin’s Swim School LLC dba Excel Aquatics also reserves the right to conduct a background 
check for current employees to determine eligibility for promotion or reassignment in the same 
manner as described above.  

Progressive Discipline 
 

Every employee has the duty and the responsibility to be aware of and abide by existing rules 
and policies. Employees also have the responsibility to perform his/her duties to the best of 
his/her ability and to the standards as set forth in his/her job description or as otherwise 
established.  
 
Kevin’s Swim School LLC dba Excel Aquatics supports the use of progressive discipline to 
address issues such as poor work performance or misconduct. Our progressive discipline policy 
is designed to provide a corrective action process to improve and prevent a recurrence of 
undesirable behavior and/or performance issues. Our progressive discipline policy has been 
designed consistent with our organizational values, HR best practices and employment laws.  

Outlined below are the steps of our progressive discipline policy and procedure. Kevin’s Swim 
School LLC dba Excel Aquatics reserves the right to combine or skip steps in this process 
depending on the facts of each situation and the nature of the offense. The level of disciplinary 
intervention may also vary. Some of the factors that will be considered are whether the offense 
is repeated despite coaching, counseling and/or training; the employee's work record; and the 
impact the conduct and performance issues have on our organization. 

 
The following outlines Kevin’s Swim School LLC’s progressive discipline process:  
 

• Verbal warning: A supervisor verbally counsels an employee about an issue of 
concern, and a written record of the discussion is placed in the employee's file for future 
reference.  

 

• Written warning: Written warnings are used for behavior or violations that a supervisor 
considers serious or in situations when a verbal warning has not helped change 
unacceptable behavior. Written warnings are placed in an employee’s personnel file. 
Employees should recognize the grave nature of the written warning.  

 

• Performance improvement plan: Whenever an employee has been involved in a 
disciplinary situation that has not been readily resolved or when he/she has 
demonstrated an inability to perform assigned work responsibilities efficiently, the 
employee may be given a final warning or placed on a performance improvement plan 
(PIP). PIP status will last for a predetermined amount of time not to exceed 90 days. 
Within this time period, the employee must demonstrate a willingness and ability to meet 
and maintain the conduct and/or work requirements as specified by the supervisor and 
the organization. At the end of the performance improvement period, the performance 
improvement plan may be closed or, if established goals are not met, dismissal may 
occur.  

 
Kevin’s Swim School LLC dba Excel Aquatics reserves the right to determine the appropriate 
level of discipline for any inappropriate conduct, including oral and written warnings, suspension 
with or without pay, demotion and discharge.  



 
  



Separation of Employment 
 

Separation of employment within an organization can occur for several different reasons.  
 

• Resignation: Although we hope your employment with us will be a mutually rewarding 
experience, we understand that varying circumstances cause employees to voluntarily 
resign employment. Resigning employees are encouraged to provide two weeks’ notice, 
preferably in writing, to facilitate a smooth transition out of the organization. 
Management reserves the right to provide an employee with two weeks’ pay in lieu of 
notice in situations where job or business needs warrant such action. If an employee 
provides less notice than requested, the employer may deem the individual to be 
ineligible for rehire depending on the circumstances regarding the notice given. 

 

• Job abandonment: Employees who fail to report to work or contact their supervisor for 
three (3) consecutive workdays shall be considered to have abandoned the job without 
notice, effective at the end of their normal shift on the third day. The supervisor shall 
notify the Human Resource department at the expiration of the third workday and initiate 
the paperwork to terminate the employee. Employees who are separated due to job 
abandonment are ineligible to receive accrued benefits and are ineligible for rehire. 

 

• Termination: Employees of Kevin’s Swim School LLC dba Excel Aquatics are employed 
on an at-will basis, and the company retains the right to terminate an employee at any 
time.  

 
 
Rehire 
Former employees who left Kevin’s Swim School LLC dba Excel Aquatics in good standing and 
were classified as eligible for rehire may be considered for reemployment. An application must 
be submitted to the Human Resource department, and the applicant must meet all minimum 
qualifications and requirements of the position, including any qualifying exam, when required. 
 
Supervisors must obtain approval from the Human Resource director or designee prior to 
rehiring a former employee. Rehired employees begin benefits just as any other new employee. 
Previous tenure will not be considered in calculating longevity, leave accruals or any other 
benefits. 
 
An applicant or employee who is terminated for violating policy or who resigned in lieu of 
termination from employment due to a policy violation will be ineligible for rehire. 
 

Workplace Bullying 
 

Kevin’s Swim School LLC dba Excel Aquatics defines bullying as “repeated inappropriate 
behavior, either direct or indirect, whether verbal, physical or otherwise, conducted by one or 
more persons against another or others, at the place of work and/or in the course of 
employment.” Such behavior violates the company Code of Ethics, which clearly states that all 
employees will be treated with dignity and respect.  
 



The purpose of this policy is to communicate to all employees, including supervisors, managers 
and executives, that the company will not tolerate bullying behavior. Employees found in 
violation of this policy will be disciplined up to and including termination.  
 
Bullying may be intentional or unintentional. However, it must be noted that where an allegation 
of bullying is made, the intention of the alleged bully is irrelevant and will not be given 
consideration when meting out discipline. As in sexual harassment, it is the effect of the 
behavior upon the individual that is important. Kevin’s Swim School LLC dba Excel Aquatics 
considers the following types of behavior examples of bullying: 
 

• Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent 
name calling that is hurtful, insulting or humiliating; using a person as the butt of jokes; 
abusive and offensive remarks.  

 

• Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of 
physical assault; damage to a person’s work area or property.  

 

• Gesture bullying: Nonverbal threatening gestures or glances that convey threatening 
messages.  

 

• Exclusion: Socially or physically excluding or disregarding a person in work-related 
activities.  

 
Violence in the Workplace 

 
[Note: See also Workplace Violence Prevention and Intervention.] 

All employees, customers, vendors and business associates must be treated with courtesy and 
respect at all times. Employees are expected to refrain from conduct that may be dangerous to 
others.  

Conduct that threatens, intimidates or coerces another employee, customer, vendor or business 
associate will not be tolerated. Kevin’s Swim School LLC dba Excel Aquatics resources may not 
be used to threaten, stalk or harass anyone at the workplace or outside the workplace. Kevin’s 
Swim School LLC dba Excel Aquatics treats threats coming from an abusive personal 
relationship as it does other forms of violence. 

Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or 
activities should be reported as soon as possible to a supervisor, security personnel, Human 
Resources, member of Kevin’s Swim School LLC’s Threat Management Team or any member 
of senior management. When reporting a threat or incident of violence, the employee should be 
as specific and detailed as possible. Employees should not place themselves in peril, nor should 
they attempt to intercede during an incident. 

Employees should promptly inform the Human Resource department of any protective or 
restraining order that they have obtained that lists the workplace as a protected area. 
Employees are encouraged to report safety concerns with regard to intimate partner violence. 
Kevin’s Swim School LLC dba Excel Aquatics will not retaliate against employees making good-
faith reports. Kevin’s Swim School LLC dba Excel Aquatics is committed to supporting victims of 

http://www.shrm.org/TemplatesTools/Documents/Item_1967_WVPI%20STD.pdf


intimate partner violence by providing referrals to Kevin’s Swim School LLC’s employee 
assistance program (EAP) and community resources and providing time off for reasons related 
to intimate partner violence.  

Kevin’s Swim School LLC dba Excel Aquatics will promptly and thoroughly investigate all 
reports of threats of violence or incidents of actual violence and of suspicious individuals or 
activities. The identity of the individual making a report will be protected as much as possible. 
Kevin’s Swim School LLC dba Excel Aquatics will not retaliate against employees making good-
faith reports of violence, threats or suspicious individuals or activities. In order to maintain 
workplace safety and the integrity of its investigation, Kevin’s Swim School LLC dba Excel 
Aquatics may suspend employees suspected of workplace violence or threats of violence, either 
with or without pay, pending investigation. 

Anyone found to be responsible for threats of or actual violence or other conduct that is in 
violation of these guidelines will be subject to prompt disciplinary action up to and including 
termination of employment. 

Kevin’s Swim School LLC dba Excel Aquatics encourages employees to bring their disputes to 
the attention of their supervisors or Human Resources before the situation escalates. Kevin’s 
Swim School LLC dba Excel Aquatics will not discipline employees for raising such concerns. 

 
Safety  

 
It is the responsibility of each employee to conduct all tasks in a safe and efficient manner 
complying with all local, state and federal safety and health regulations and program standards, 
and with any special safety concerns for use in a particular area or with a client.  
 
Although most safety regulations are consistent throughout each department and program, each 
employee has the responsibility to identify and familiarize her/himself with the emergency plan 
for his/her working area. Each facility shall have posted an emergency plan detailing procedures 
in handling emergencies such as fire, weather-related events and medical crises.  
 
It is the responsibility of the employee to complete an Accident and Incident Report for each 
safety and health infraction that occurs by an employee or that the employee witnesses. Failure 
to report such an infraction may result in employee disciplinary action, including termination.  
 
Furthermore, management requires that every person in the organization assumes the 
responsibility of individual and organizational safety. Failure to follow company safety and health 
guidelines or engaging in conduct that places the employee, client or company property at risk 
can lead to employee disciplinary action and/or termination.  
 
The Health and Safety Committee and the safety director shall have the responsibility to 
develop and the authority to implement the safety and health program in the interest of a safer 
work environment.  
 

Smoke-Free Workplace 
 



It is the policy of Kevin’s Swim School LLC dba Excel Aquatics to prohibit smoking on all 
company premises in order to provide and maintain a safe and healthy work environment for all 
employees. The law defines smoking as the "act of lighting, smoking or carrying a lighted or 
smoldering cigar, cigarette or pipe of any kind."  
 
The smoke-free workplace policy applies to: 

• All areas of company buildings. 

• All company-sponsored off-site conferences and meetings. 

• All vehicles owned or leased by the company. 

• All visitors (customers and vendors) to the company premises. 

• All contractors and consultants and/or their employees working on the company 
premises. 

• All employees, temporary employees and student interns. 
 
Smoking is permitted in parking lots only. 
 
Employees who violate the smoking policy will be subject to disciplinary action up to and 
including immediate discharge.  
 

Sexual Abuse and Molestation Prevention 
 

Kevin’s Swim School LLC dba Excel Aquatics does not permit or allow sexual abuse or 
molestation to occur in the workplace or at any activity sponsored by or related to it. In order to 
make this “zero— tolerance” policy clear to all employees, volunteers and staff members, we 
have adopted mandatory procedures that employees, volunteers, family members, board 
members, individuals and victims must follow when they learn of or witness sexual abuse or 
molestation. Sexual abuse takes the form of inappropriate sexual contact or interaction for the 
gratification of the actor who is functioning as a caregiver and is responsible for the patient’s or 
child’s care. Sexual abuse includes sexual assault, exploitation, molestation or injury. It does not 
include sexual harassment, which is another form of behavior which is prohibited by Excel 
Aquatics. 
 
Reporting Procedure 
All staff members who learn of sexual abuse being committed must immediately report it to the 
program director. If the victim is an adult, the abuse will be reported by this designee to the local 
or state Adult Protective Services (APS) Agency. If a child is the victim, the designee will report 
it to the local or state Child Abuse Agency. Appropriate family members of the victim must be 
notified immediately of suspected child abuse. 
 
Investigation & Follow Up 
We take allegations of sexual abuse seriously. Once the allegation is reported we will promptly, 
thoroughly and impartially initiate an investigation to determine whether there is a reasonable 
basis to believe that sexual abuse has been committed. Our investigation may be undertaken by 
either an internal team or we may hire an independent third party. We will cooperate fully with 
any investigation conducted law enforcement or regulatory agencies and we may refer the 
complaint and the result of our investigation to those agencies. We reserve the right to place the 
subject of the investigation on an involuntary leave of absence or reassigning that person to 
responsibilities that do not involve personal contact with individuals or students. To the fullest 
extent possible, but consistent with our legal obligation to report suspected abuse to appropriate 



authorities, we will endeavor to keep the identities of the alleged victims and investigation 
subject confidential. 
 
If the investigation substantiates the allegation, our policy provides for disciplinary penalties, 
including but not limited to termination of the actor’s relationship with our organization.  There 
are a number of “red flags” that suggest someone is being sexually abused. They take the form 
of physical or behavioral evidence. 
 
Signs of Abuse 
 
Physical evidence of sexual abuse includes, but is not limited to: 

• Sexually transmitted diseases; 

• Difficulty walking or ambulating normally; 

• Stained, bloody or torn undergarments; 

• Genital pain or itching; and 

• Physical injuries involving the external genitalia. 
 
Behavioral signals suggestive of sexual abuse include, but are not limited to: 

• Fear or reluctance about being left in the care of a particular person; 

• Recoiling from being touched; 

• Bundling oneself in excessive clothing, especially night clothes; 

• Discomfort or apprehension when sex is referred to or discussed; and 

• Nightmares or fear of night and/or darkness. 

• Retaliation Prohibited 
 
Prohibited Behaviors By Definition 

Child sexual abuse: Includes, but is not limited to, sexual intercourse or sexual touching of a 
child, recording or displaying a child engaged in sexually explicit conduct, sexual exploitation, 
exposing of genitalia, forced viewing or listening to sexual activity, or permitting, allowing or 
encouraging a child to engage in prostitution. Romantic or sexual relationships between 
employees, contractors, or volunteers and youth program participants are strictly prohibited. 

Emotional abuse: A pattern of deliberate, non-contact behavior that causes emotional or 
psychological harm. Signs of emotional abuse include low self-esteem, self-denigration, 
aggression, withdrawal, and severe depression or anxiety. 
 
Grooming: An observable pattern of behavior that is designed to draw a minor into a sexual 
relationship. Grooming behaviors often result in youth being more isolated, more dependent, 
more likely to trust the groomer, and more vulnerable to abusive behavior. Examples of 
grooming behavior can include touching behaviors, giving gifts, paying an excessive amount of 
attention to a youth, or emotional manipulation. 
 
Indecent Exposure: Under no circumstances shall an authorized adult intentionally expose his 
or her breasts, buttocks, groin, or genitals to a youth program participant or vulnerable adult. In 
addition, authorized adults shall not shower, bathe, or undress with or in the presence of 
unrelated youth program participants or vulnerable adults. 
 
Precautions and Guidelines for Staff 
 



The following guidelines are set forth to prevent any and all potential situations that could result 
in sexual abuse or molestation: 
 

• Staff are prohibited from contact with program participants under the age of 18 years 
outside of program operations. This includes but is not limited to social media and 
phone. 

• Staff are never to be alone, one on one with any program participants. For bathroom 
emergencies, staff are to alert parent/guardian in order to assist and bring participant 
into bathroom or locker room. 

• Staff are NEVER to accompany a child into the bathroom/locker rooms alone. If a 
situation is presented where staff must accompany a child, at least TWO staff members 
must be present. 
 
 

We prohibit any retaliation against anyone, including an employee, volunteer, board member, 
student or individual, who in good faith reports sexual abuse, alleges that it is being committed 
or participates in the investigation. Intentionally false or malicious accusations of sexual abuse 
are prohibited. Anyone who improperly retaliates against someone who has made a good faith 
allegation of sexual abuse, or intentionally provides false information to that effect, will be 
subject to discipline, up to and including termination. 
 
For more information on preventing and recognizing Sexual Abuse, linked below are the 
recommended policies and procedures outlined by the CDC: 
 
Preventing Child Sexual Abuse Withing Youth-Serving Organizations: Getting Started on 
Policies and Procedures. 
 

Concussion Protocol 
 

The purpose of the Concussion Management Plan is to improve the prevention, recognition, 
evaluation and management of concussions in athletes and participants in all Excel Swim 
programs. 
 
Concussion Defined 
A concussion is defined as complex pathophysiological processes affecting the brain, induced 
by traumatic biomechanical forces. 
 
Signs and Symptoms of Acute Concussion 
Signs and symptoms of a concussion include, but are not limited to headache, “pressure in the 
head”,  
neck pain, nausea, dizziness, blurred vision, balance disturbance, sensitivity to light, sensitivity 
to noise, feeling “slowed down”, feeling “in a fog”, difficulty concentrating, difficulty remembering 
(amnesia),  
fatigue or low energy, mental confusion, drowsiness, trouble falling asleep, more emotional, 
irritability, sadness and being nervous and/or anxious. 
 
Concussion Education 
Concussion education materials can be found on the NCAA web site at www.ncaa.org/heatlh-
safety.  
 

https://www.cdc.gov/violenceprevention/pdf/PreventingChildSexualAbuse-a.pdf
https://www.cdc.gov/violenceprevention/pdf/PreventingChildSexualAbuse-a.pdf


On-site Assessment 
When an individual shows any signs or symptoms of a concussion, they will immediately be 
removed from the activity and will be evaluated by one of the Excel Aquatics lifeguarding staff.  
The attending guard will assess the patron’s cognitive and physical symptoms. A patron who 
demonstrates symptoms of a concussion will not be allowed to participate in program activities 
until cleared by a physician. 
 
Concussion Emergency Action Plan (EAP) 
If a program participant is suspected of sustaining a concussion based on the assessment of an 
Excel Aquatics certified lifeguard, Excel supervisor must be notified immediately. Program 
participant I (if over 18) will be required to be evaluated and cleared by physician prior to 
returning to program. If program participant is under 18, parents/guardians will be notified 
immediately, and participant will be required to be evaluated and cleared by physician before 
returning to program. An accident report will be required to be filled out and submitted to 
Program Director, Kevin Kearney (info@goswimexcel.com), who will submit the occurrence to 
the appropriate parties. 
 
CONCUSSION Fact Guide 
 
What is a concussion? 
A concussion is a brain injury that Is caused by a blow to the head or body from contact with 
another player, hitting a hard surface such as the ground, ice or floor, or being hit by a piece of 
equipment such as a bat, lacrosse stick or field hockey ball. 
• Can change the way your brain normally works. 
• Can range from mild to severe. 
• Presents itself differently for each athlete. 
• Can occur during practice or competition in ANY sport. 
• Can happen even if you do not lose consciousness. 
 
How can I prevent a concussion? 
Basic steps you can take to protect yourself from concussion: 
• Do not initiate contact with your head or helmet. You can still get a concussion if you are 
wearing a helmet. 
• Avoid striking an opponent in the head. Undercutting, flying elbows, stepping on a head, 
checking an unprotected opponent, and sticks to the head all cause concussions. 
• Follow your athletics department’s rules for safety and the rules of the sport. 
• Practice good sportsmanship at all times. 
• Practice and perfect the skills of the sport. 
. 
What are the symptoms of a concussion? 
You can’t see a concussion, but you might notice some of the symptoms right away. Other 
symptoms can show up hours or days after the injury. Concussion symptoms include: 
• Amnesia. 
• Confusion. 
• Headache. 
• Loss of consciousness. 
• Balance problems or dizziness. 
• Double or fuzzy vision. 
• Sensitivity to light or noise. 
• Nausea (feeling that you might vomit). 
• Feeling sluggish, foggy or groggy. 

mailto:info@goswimexcel.com


• Feeling unusually irritable. 
• Concentration or memory problems (forgetting game plays, facts, meeting times). 
• Slowed reaction time. 
Exercise or activities that involve a lot of concentration, such as studying, working on the 
computer, or playing video games may cause concussion symptoms (such as headache or 
tiredness) to reappear or get worse. 
 
For Athletes: What should I do if I think I have a concussion? 
Don’t hide it. Tell your athletic trainer and coach. Never ignore a blow to the head. Also, tell your 
athletic trainer and coach if one of your teammates might have a concussion. Sports have injury 
timeouts and player substitutions so that you can get checked out. 
 
Report it. Do not return to participation in a game, practice or other activity with symptoms. The 
sooner you get checked out, the sooner you may be able to return to play. 
Get checked out. Your team physician, athletic trainer, or health care professional can tell you if 
you have had a concussion and when you are cleared to return to play. 
 
A concussion can affect your ability to perform everyday activities, your reaction time, balance, 
sleep and classroom performance. 
 
Take time to recover. If you have had a concussion, your brain needs time to heal. While your 
brain is still healing, you are much more likely to have a repeat concussion. In rare cases, 
repeat concussions can cause permanent brain damage, and even death. Severe brain injury 
can change your whole life. 
 
Concussion Training Resources 
 
The CDC provides online training for coaches to prevent and recognize concussions that can be 
found HERE. 
 

 

https://www.train.org/cdctrain/course/1089818/




WORKPLACE EXPECTATIONS 
 

Confidentiality 
 

Our clients and other parties with whom we do business entrust the company with important 
information relating to their businesses. It is our policy that all information considered 
confidential will not be disclosed to external parties or to employees without a “need to know.” If 
an employee questions whether certain information is considered confidential, he/she should 
first check with his/her immediate supervisor. 
  
This policy is intended to alert employees to the need for discretion at all times and is not 
intended to inhibit normal business communications. 
 
All inquiries from the media must be referred to [insert name, title, contact information]. 

 

 
Conflicts of Interest 

 
Employees must avoid any relationship or activity that might impair, or even appear to impair, 
their ability to make objective and fair decisions when performing their jobs. At times, an 
employee may be faced with situations in which business actions taken on behalf of Kevin’s 
Swim School LLC dba Excel Aquatics may conflict with the employee’s own personal interests. 
Company property, information or business opportunities may not be used for personal gain. 
 
Conflicts of interest could arise in the following circumstances:  

• Being employed by, or acting as a consultant to, a competitor or potential competitor, 
supplier or contractor, regardless of the nature of the employment, while employed with 
Kevin’s Swim School LLC. 

• Hiring or supervising family members or closely related persons. 

• Serving as a board member for an outside commercial company or organization. 

• Owning or having a substantial interest in a competitor, supplier or contractor. 

• Accepting gifts, discounts, favors or services from a customer/potential customer, 
competitor or supplier, unless equally available to all company employees.  

 
Employees with a conflict-of-interest question should seek advice from management. Before 
engaging in any activity, transaction or relationship that might give rise to a conflict of interest, 
employees must seek review from their manager or the Human Resource department. 

 
Outside Employment 

 
Employees are permitted to engage in outside work or to hold other jobs, subject to certain 
restrictions as outlined below.  
 
Activities and conduct away from the job must not compete with, conflict with or compromise the 
company interests or adversely affect job performance and the ability to fulfill all job 
responsibilities. Employees are prohibited from performing any services for customers on 



nonworking time that are normally performed by Kevin’s Swim School LLC. This prohibition also 
extends to the unauthorized use of any company tools or equipment and the unauthorized use 
or application of any confidential information. In addition, employees are not to solicit or conduct 
any outside business during paid working time.  
 
Employees are cautioned to carefully consider the demands that additional work activity will 
create before accepting outside employment. Outside employment will not be considered an 
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel or 
refusal to work overtime or different hours. If Kevin’s Swim School LLC dba Excel Aquatics 
determines that an employee’s outside work interferes with performance, the employee may be 
asked to terminate the outside employment.  
 

Employees who have accepted outside employment may not use paid sick leave to work on the 
outside job. Fraudulent use of sick leave will result in disciplinary action up to and including 
termination. 
 

Attendance and Punctuality 
 
Vacation and holidays must be scheduled with one’s supervisor in advance. Sick leave may be 
used in the case of emergency or sudden illness without prior scheduling. Patterns of 
absenteeism or tardiness may result in discipline even if the employee has not yet exhausted 
available paid time off. Absences due to illnesses or injuries that qualify under the Family and 
Medical Leave Act (FMLA) will not be counted against an employee’s attendance record. 
Medical documentation within the guidelines of the FMLA may be required in these instances. 
 
Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious 
matter. The first instance of a no call/no show will result in a final written warning. The second 
separate offense may result in termination of employment with no additional disciplinary steps. 
A no call/no show lasting three days may be considered job abandonment and may be 
deemed an employee’s voluntary resignation of employment.  
 

Attire and Grooming  
 
It is important for all employees to project a professional image while at work by being 
appropriately attired. Kevin’s Swim School LLC dba Excel Aquatics employees are expected to 
be neat, clean and well groomed while on the job. Clothing must be consistent with the 
standards for a business environment and must be appropriate to the type of work being 
performed.  
 
All employees must be covered from shoulders to knees at all times (no see-through or 
sleeveless clothing is permitted at any time). Natural and artificial scents may become a 
distraction from a well-functioning workplace and are also subject to this policy 
 
Kevin’s Swim School LLC dba Excel Aquatics is confident that employees will use their best 
judgment regarding attire and appearance. Management reserves the right to determine 
appropriateness. Any employee who is improperly dressed will be counseled or in severe cases 
may be sent home to change clothes. Continued disregard of this policy may be cause for 
disciplinary action, which may result in termination.  

 



Social Media—Acceptable Use 
 
Below are guidelines for social media use.  
 
Employees may not post financial, confidential, sensitive or proprietary information about the 
company, clients, employees or applicants.  
 
Employees may not post obscenities, slurs or personal attacks that can damage the reputation 
of the company, clients, employees or applicants. 
 
When posting on social media sites, employees must use the following disclaimer when 
discussing job-related matters, “The opinions expressed on this site are my own and do not 
necessarily represent the views of Kevin’s Swim School LLC.”  

 
Kevin’s Swim School LLC dba Excel Aquatics may monitor content out on the Internet. Policy 
violations may result in discipline up to and including termination of employment.  

 
Solicitations, Distributions and Posting of Materials 

 
Kevin’s Swim School LLC dba Excel Aquatics prohibits the solicitation, distribution and posting 
of materials on or at company property by any employee or nonemployee, except as may be 
permitted by this policy. The sole exceptions to this policy are charitable and community 
activities supported by Kevin’s Swim School LLC dba Excel Aquatics management and 
company-sponsored programs related to Kevin’s Swim School LLC’s products and services.  
 
Provisions:  

• Nonemployees may not solicit employees or customers or distribute literature of any kind 
on company premises at any time.  

• Employees may only admit nonemployees to work areas with management approval or 
as part of a company-sponsored program. These visits should not disrupt workflow. An 
employee must accompany the nonemployee at all times. Former employees are not 
permitted onto company property except for official company business.  

• Employees may not solicit other employees during work times, except in connection with 
a company-approved or sponsored event.  

• Employees may not distribute literature of any kind during work times or in any work 
area at any time, except in connection with a company-sponsored event  

• The posting of materials or electronic announcements are permitted with approval from 
Human Resources.  

• Previous employees (nonemployees) no longer working for Kevin’s Swim School LLC 
may not solicit current or former customers of the company with services related to swim 
instruction. This is applicable but not limited to both on site and backyard programs. 

 
Violations of this policy should be reported to Human Resources.  
 

Electronic Communication and Internet Use 



All electronic communication and internet use while on site and engaged in lesson activities is 
prohibited, and considered a liability to the customers of Kevin’s Swim School LLC. Violations of 
this policy should be reported to Human Resources or the designated on site manager.  

 
Employee Personnel Files 

 
Employee files are maintained by the Human Resource department and are considered 
confidential. Managers and supervisors may only have access to personnel file information on a 
need-to-know basis.  
 
A manager or supervisor considering the hire of a former employee or transfer of a current 
employee may be granted access to the file, or limited parts of it, in accordance with 
antidiscrimination laws.  
 
Personnel file access by current employees and former employees upon request will generally 
be permitted within three days of the request unless otherwise required under state law. 
Personnel files are to be reviewed in the Human Resource department. Personnel files may not 
be taken outside the department.  
 
Representatives of government or law enforcement agencies, in the course of their duties, may 
be allowed access to file information.  

 
  



COMPENSATION 
 

Performance and Salary Review  
 

Performance appraisals are conducted on an annual cycle. Employees will receive a 
performance review on the established date each year. The performance appraisal will be 
discussed, and both the employee and manager will sign the form to ensure that all strengths, 
areas for improvement and job goals for the next review period have been clearly 
communicated. Performance evaluation forms will be retained in the employee’s personnel file. 
 
Merit increases are based on company performance and financials and are not guaranteed. A 
performance review does not always result in an automatic salary increase. The employee’s 
overall performance and salary level relative to his/her position responsibilities are evaluated to 
determine if a salary increase would be warranted. 
 
Budget allocations for merit increases are planned for and allocated before the start of each 
calendar year. The annual salary increase program is designed to assist management in 
planning and allocating merit and promotional increases that reward individual performance, 
that are market competitive and that are internally equitable.  
 
Salary adjustments are occasionally requested or warranted at times other than the employee’s 
scheduled annual salary reviews. Out-of-cycle salary increases must be preapproved by the 
department manager, HR and the company president. Human Resources will review all salary 
increase/adjustment requests to ensure internal equity and compliance with company policies 
and guidelines.  

 
Payment of Wages 

 
Paydays are usually biweekly on every other Friday. Dependent on the time of year, the exact 
weekday may change, but payroll will always be scheduled biweekly. 
 
It is the company's policy that employee paychecks will only be given personally to that 
employee or mailed to his/her home address, unless given permission to do otherwise.  
 
If the normal payday falls on a company-recognized holiday, paychecks will be distributed one 
workday before the aforementioned schedule.  
 
Employees may be paid by check or through direct deposit of funds to either a savings or 
checking account at the financial institution of their choice.  
 
In the event of a lost paycheck, the Human Resource department must be notified in writing as 
soon as possible and before a replacement check can be issued. In the event the lost paycheck 
is recovered and the company identifies the endorsement as that of the employee, the 
employee must remit the amount of the replacement check to the company within 24 hours of 
the time it is demanded. 
 



If an employee's marital status changes or the number of exemptions previously claimed 
increases or decreases, a new Form W-4 must be submitted to the Human Resource 
department. 
 
Except for extreme emergencies and vacation pay, no salary advances will be made. 

 
Time Reporting  

 
A work hour is any hour of the day that is worked and should be recorded to the nearest tenth of 
an hour. The workday is defined as the 24-hour period starting at 12:00 a.m. and ending at 
11:59 p.m. The workweek covers seven consecutive days beginning on Sunday and ending on 
Saturday. The usual workweek period is 40 hours.  
 
Employees will submit their time record biweekly as directed by their manager. Each employee 
is to maintain an accurate daily record of his or her hours worked. All absences from work 
schedules should be appropriately recorded.  

 


