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Welcome and congratulations on becoming a part of SASO swimming.  We are pleased that you
have chosen to work with our program.  In the pages to follow you will find helpful information
regarding our employment policies at SASO Swimming.

SASO Swimming takes great pride in working to be the premiere aquatics organization in the
Solano area. Our ability to maintain SASO’s reputation and to continue to grow and prosper is
directly related to your enthusiasm, performance and loyalty as a member of our team.  We
hope that you will find your work challenging and rewarding.  Working together, we can continue
to progress by providing our swimmers and families with quality instruction and coaching.

Should you have any questions, whether addressed in this handbook or not, please feel free to
talk to me.  I am available to assist you and provide you with whatever information you need.

Ricky Silva
Head Coach
SASO Swimming

Part 1-Mission and Vision Statement

SASO Swimming is the premier USA swim program in Solano County.  SASO Swimming is a
non-profit, public benefit organization.  The coaching staff, which is certified by USA Swimming.
provides high-quality coaching to support a premier, competitive, year-round swim program.
 
SASO Swimming includes, but is not limited to,  a year round competitive team, summer
recreational team, masters program for adults and swim lessons. The team attends local,
regional and national USA swimming meets and events. Practices groups are offered for a
variety of swimmers, from novice to national level.

SASO Swimming Vision Statement

SASO's vision is to improve individuals and Solano County through the sport of competitive year
round swimming. SASO Swimming teaches individual swimmers to progress in a team
environment through commitment, enthusiasm and hard work.



Mission Statement and Objectives:

- To provide excellence in coaching and programs to develop individuals to the best of their
abilities to compete at all levels of swimming, from novice to the national level.

- To provide a team atmosphere that inspires swimmers to achieve their maximum potential as
student athletes through work ethic, discipline, self-motivation and time management.

- To develop team unity where everyone encourages and takes pride in each other at all levels
of competition.

- To instill a life-long love of swimming through enjoyment and participation.

- To provide a fun family environment where parents, swimmers and coaches participate in the
team swim meets and other activities.

- To provide a culture of inclusion and opportunity for people of diverse backgrounds, including,
but not limited to race, age, income, ethnicity, religion or gender.

- To be the premier aquatics organization in Solano County.

Part 2-Definition of Employment

The following information is used to describe the classification of employees and to provide a
guide for determining their employment status.

Regular Employees
Regular employees are those who are hired to work on a regular schedule.  Regular employees
may be classified as salaried or hourly.

Salaried Full-Time-Non-exempt full time employee. The employee is paid an agreed upon
salary.  This is a full time position that may include additional hours above and beyond the
regular schedule.

Salaried Part-Time-Exempt part time salaried employee. The employee is paid an agreed
upon salary.  The agreed upon amount includes planning, administrative specific to the
competitive team, coaching, meetings, meets and events.

Hourly Part-Time-Part time hourly employee.  The employee is paid an agreed upon hourly
rate for assigned hours worked.  Hours that are assigned include coaching, meetings, meets
and administrative duties.



Employee Records
We strive to balance employee’s rights to privacy with our need to collect and use certain
information.  Your personnel file contains information that is needed to conduct business and/or
is required by law.  Personnel files are property of the company.  Only those individuals who
have a legitimate reason to review specific information in an employee’s file are allowed to do
so.

We rely upon the accuracy of information contained in personnel files.   If you would like to
review or have a copy of your personnel file, please contact the Head Coach or Treasurer.  The
file will be made available within 30 days of this request.

Employment of Minors
We may employee minors for appropriate positions who are under the age of 18 providing the
appropriate work permits are issued.  The company is committed to complying with the
applicable federal and state law required for employing minors.

Resignation
Any employee wishing to voluntarily terminate their employment with us, regarding of position,
should try to give as much advance notice as possible. Two weeks is generally considered
appropriate for most positions.

Before the close of business on the last day of your employment, you must return all items and
information that belong to the company.

You should notify us if your address changes during the calendar year in which termination
occurs so that your tax information will be sent to the appropriate address.

Employee References
All requests for references regarding present and former employees must be directed to the
Head Coach.  SASO Swimming will verify dates of employment and job title for prospective
employers, and will verify employment and/or wage information to credit agencies or lending
institutions with the proper authorization and release.

Employment “At-Will”
Although we aim to foster a spirit of cooperation and teamwork, we also intend to reserve the
legal right to terminate employment at-will.  All employment here is “at-will.”  This means both
you and the company have the right to terminate the employment relationship at any time, with
our without notice, and without the need for justification. No experience with us, including but
not limited to oral statements, longevity of employment, performance reviews, promotions, wage
increases or application of disciplinary measures may be regarded as implicitly changing this
at-will policy.



Only the Head Coach has the authority to enter into an agreement for employment for a
specified amount of time or wage within within a budgeted amount that is approved by the
Board of Directors.

USA Coaching Certification
All staff are responsible to maintain all requirements of USA swimming.  This includes
completing and submitting all paperwork and forms in a timely manner.

Requirements currently include:

Application for non-athlete membership on a yearly basis
Successful completion of USA swimming athlete protection training
Successful completion of USA swimming background check
Completion of Concussion training
Coaches safety training certification or lifeguard training in addition to online safety training.
Successful completion of required USA swimming coaches educational requirements.

Performance Reviews
Reviews may be held once every twelve months or in the event of a change of position.  The
format and timing may vary depending on each individual situation.  You will have the
opportunity to discuss your performance review with the Head Coach.  Performance reviews are
not a guarantee of an adjustment of wage.

Training and Educational Assistance
SASO Swimming believes in assisting staff to continue to learn and grow.  Opportunities
throughout the year may be made available for staff, including local and regional clinics, guest
speakers and more.

SASO Swimming also encouraged staff to become involved in our local and national governing
bodies.  This involvement includes governance, all star teams and camps for Sierra Nevada and
USA swimming athletes.

Part 3-Timekeeping and Payroll Practices

Timecards
Timecards are required on a bi-weekly basis for all “non-exempt” employees.  Timecards are a
legal document and must be submitted in an accurate and timely manner.

SASO uses online timecards through ADP.  Employees can download the app to login in their
hours on a daily basis.  If an employee does not log in or out, they should notify the Head Coach
so that the hours can be updated.



Timecards are typically due by 9:00 am on the 1st and the 16th of each month.  These dates
and times may change with written notice from the head coach or designee as needed to submit
to our payroll company in a timely manner.

Additional information will be sent to all employees to check their status online.

Paydays/Paychecks
Paychecks will be available at the Solano College pool during afternoon practice on the 5th and
the 20th of each month (if these dates fall on a Monday-Friday.) Any employees that cannot
pick up their check on the 5th or 20th will have them mailed to their provided address.

Direct Deposit is available (and recommended) for all employees.  Forms are available from the
Head Coach and Treasurer.

Sick Time
Full time hourly and salaried employees will be allotted 3 days of sick time per calendar year.
Use of these days should be documented on the timecard for the period in which the sick time
was used.

Requests for Time Off
Requests for time off will be considered on a first requested/first granted basis.  Please
understand that our first priority is coaching coverage, so not all requests for time off will be able
to be granted.

PTO (Paid Time Off)
Non-exempt salaried coaches are paid for the scheduled time to coach, attend meetings or
other duties and therefore do not receive PTO. Time off will be deducted based on hourly pay
within the pay period that the time off takes place. This includes and time off that does not
include our scheduled breaks, days off or sick time.

Expense Reimbursement Policy
SASO staff will be reimbursed for expenses or purchases occurred that are approved by the
Head Coach or designee of the Board.  These may include purchases for socials, parking
passes, swim meets, etc.

SASO staff must fill out a check reimbursement form for each expense.  A receipt of purchase
must be provided with the form.  These forms MUST be submitted with timecards on a timely
manner in the payroll envelope for that particular pay period.

If a reimbursement is needed at another time, specific arrangements MUST be made with the
Head Coach prior to the purchase.



Swim Meet Reimbursement Policy
SASO staff are reimbursed for swim meets as follows:

Salary part time-    $30 per day for trials and finals meets over 30 miles from SC Pool
$20 per day for meets over 20 miles from the Solano College Pool.
$10 per day for meets 20 miles or closer to the Solano College pool.
No reimbursement for SASO hosted meets.

Hourly part time-     No reimbursement (paid hourly for meet attendance.)

Hotel arrangements may be made for travel or performance meets at the discretion of the Head
Coach.

Pay for mandatory meetings “hourly” employees
Employees are expected to attend all mandatory meetings, unless previously excused by the
Head Coach.  Salaried employees have hours for meeting that are built into their salaries.

Hourly employees should include mandatory meetings on their timecard.  Non-mandatory
meetings or trainings may not be included on timecards unless designated by the Head Coach.

Private Competitive Lessons
SASO Swimming coaches may have the opportunity to teach private lessons to swimmers
registered in the competitive team.

Part 4-Staff Responsibilities

Job Duties
SASO employees are required to fulfill the requirements of their job duties and description.
Each employee will receive a copy of these.  Some highlights include:

Employees are expected to arrive to work on time and ready to start at their designated time.
This includes any preparation for practice or lessons, including equipment such as kickboard,
covers, etc.

All employees are expected to follow the employee pool cover policy to maintain the safety of all
participants.

Employees are expected to take attendance on a daily basis.  Attendance sheets or reports
must be submitted to the head coach as required. Upon request by the head coach, employees
must be able to submit an attendance report for the existing month within 48 hours.



Employees are expected to lead by example.  This includes being engaged while coaching,
minimizing socializing with other staff while on duty and maintaining a positive attitude while
working with swimmers.

Employees should Never Be Alone with a minor.  If this situation were to arise due to pick up
following a practice or event, another staff of parent should remain with the staff and swimmer.

Facilities

SASO Swimming is an outside community rental group at the various facilities that we utilize.
These facilities include regular use (Solano College, Phillip West and the Kroc Center),
seasonal use (Rodriguez High School) as well as guest use (joint workouts, etc.)

SASO Swimming staff are expected to exemplify as well as promote a safe and clean
environment.  This includes following all rules and regulations at all of the facilities that we use.
Some general rules include:

Staff should be the first person inside a facility and the last person to leave.

All gates, doors and storage should be secured and locked following use.  SASO Swimming
does not open or close the Kroc Center.

All equipment used by coaches and swimmers should be cleaned up and put away following
use.  Lost and found items should be placed in the appropriate area by staff.

All trash, water bottles, etc should be cleared from the pool area following use.  Swimmers
should be instructed to clean up, however, the ultimate responsibility will fall on staff.

Pets are not allowed on campus or on the property of any of the facilities that SASO Swimming
practices at on a regular basis.

Smoking, drugs or alcohol are not permitted at any of the facilities or at any practices or events
of SASO Swimming.  Alcohol is not permitted at events that include athletes, including
meetings, events or online sessions.

Staff are not permitted use of any rental facility outside of SASO Swimming scheduled use.

Document and Information Security
Any information concerning the business affairs of SASO Swimming, it’s sponsors, members,
employees or personnel associated with the organization is confidential and restricted.
Employees may not reveal any information except under the direction of Head Coach or SASO
Board of Directors.  Questions concerning this policy including what constitutes confidential
information should be referred to the Head Coach.



Further, the organization expects that any knowledge, techniques, written materials and other
information relative to the Company's business developed during employment remain the
property of the Company.

Use of Cellular Phone and Texting while Driving
SASO Swimming employees should follow all state and local laws regarding the use of cellular
phones and electronic devices while driving.  SASO Swimming staff should not text or use their
cellular phone without a hands free device while driving for and SASO Swimming business.

Part 5-Standards of Conduct

Personal Appearance
Discretion in style of dress and behavior of staff is important to the professional operation of the
SASO Swimming.  Employees are, therefore, required to dress in appropriate attire and to
behave in a professional and businesslike manner appropriate to the sport of swimming. Staff
should use judgment in their choice of work clothes and appearance and remember to conduct
themselves at all times in a way that best represents them and the SASO Swimming.

SASO Swimming staff MUST wear a SASO shirt or other similar attire at all competitions.  Other
attire may be allowed at the discretion of the Head Coach (such as Speedo, Sierra Nevada or
USA swimming attire.)  SASO Swimming coaches will be provided with a variety of attire that
can be worn at practice and meets.

Use of Cellphones While on Duty
Staff should minimize any use of cellphones while on duty.  Exceptions include SASO
Swimming business (checking times, meet entries, etc.), personal emergencies and other
deemed appropriate by the head coach.

Social Media
Employees need to understand that with the ability to use social networking comes
responsibility. THESE RULES ARE FOR YOUR PROTECTION!!!!!

SASO Swimming believes in using good judgment when participating in social networking
programs like, but not limited to, Facebook, MySpace and Twitter. We expect that our staff will
use good judgment in choosing the content or allowing inappropriate content to be posted on
their site. The employee cannot post anything that could potentially embarrass or otherwise
reflect poorly on our organization, staff, parents or participants. This policy is one of common



sense. Where no policy or guidelines exist, staff/members should use their judgment and take
the most prudent action possible.

Staff  is not allowed to befriend students on FaceBook, My Space, Twitter or any other social
media site.

SASO Policies
Staff are required to be familiar with and follow all existing SASO Swimming safe sport policies.
This includes the following:

Safe Sport Policies
Code of Conduct
Travel Policies
Photo Policies
Anti-Bullying Policies
Team Handbook 2019-20 season

Pool Cover Safety

SASO is responsible for taking off and putting on pool covers at the Solano College Pool.  Any
issues with not being able to take off or put on covers should be reported immediately to the
head coach.

Removing Covers
All coaches should assist their group (swimmers) or take off pool covers.

Covers should be taken off so that the edges of the cover are not in direct contact with either
side of the frame of the cover reel.  If the cover is in direct contact, the covers should be fixed.

Handles to take off covers should be left on the brake handles after use.

Brakes should be fully engaged when taking off covers.

Putting on covers
All coaches should supervise swimmers putting on covers.

Handles should not be on the cover cylinders when putting on covers.

Brakes should be fully engaged when putting on covers.

Ropes may be used to put covers on if conditions are safe. 12 and under swimmers ARE NOT
allowed to pull covers without direct supervision of coaches.

https://www.teamunify.com/snsasos/__doc__/Minor%20Athlete%20Abuse%20Prevention%20Policy.pdf
https://www.teamunify.com/snsasos/UserFiles/File/newcodeofconduct.pdf
https://www.teamunify.com/snsasos/UserFiles/File/SASO%20Travel%20Policies.pdf
https://www.teamunify.com/snsasos/UserFiles/File/PhotoPolicy.pdf
https://www.teamunify.com/snsasos/UserFiles/File/SASOBullyingPolicies.pdf
https://www.teamunify.com/snsasos/UserFiles/Image/QuickUpload/2019-handbook_061215.pdf


Swimmers who are using the rope should do so with caution and supervision.  They should not
make immediate tugs or runs with the rope.

Swimmers are NOT allowed to go underneath the pool covers.

Swimmers are NOT allowed to stand or sit on the covers. In the event that a cover needs to be
adjusted in the water, a coach should designate a swimmer  with direct supervision.

Covers will NOT be placed on the pool if conditions would become unsafe for the swimmers or
coaches.  The head coach should be notified if covers are not placed on the pool.



I verify that I have read and reviewed the team handbook.

Coach Signature:______________________________

Date:______________


