City of Allentown
Municipal Pools
Hiring Procedures

P&R conducts After interviews are
seasonal job outreach Recreation Specialist completed the best suited
then collects and reviews the Recreations applicants are selected by
Start organizes applications » applications and selects »  Specialist schedules > the Recreation
tar for review by the applicants based on interviews. Specialist & Aquatics
Recreations staffing needs. Manager. HR is notified
Specialist. of the new hires.
4 No ]

P&R posts seasonal In coordination with
job openings on the Yes Rehires undergo a HR, P&R contacts each
COA employment streamlined onboarding »  sclected applicant and
portal before the start process. sends them the required

of spring. onboarding paperwork.
Y
Applicant must complete
required clearances:
Applicant must sign - PA Child Abuse Clearance.
the Disclosure N - Pre-Employment Drug
. o Are clearances completed and ™\ Test.
Statement Application i < _ o
which permits 45 days valds - PA State Police Criminal
of work. Record Check.
- FBI Criminal History
Background Check (includes
fingerprinting).
Y
Emblovee attend Applicant is fully Yes
Pool Manager assigns ployee attencs cleared and ready to be
o mandatory orientation
initial work schedule, ’ . scheduled after
P led by HR. Onboarding | . . <
and the employee [ . < mandatory orientation [%
. paperwortk is collected .
names are entered into . and onboarding
. and submitted to .
the site schedule. paperwork being
Payroll. .
submitted to Payroll.

Parks & Recreation = P&R
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City of Allentown
Municipal Pools
Season Pass Purchasing Process

Online Patron
P creates their
Start
own account.
A A
Patron creates
Patron P&R Office Patron U q
. . . . . sername an
account is hereis the MyRec account being P&R Office .| Clerk creates .| information L
> » Password for
setup through created? Patron is entered MR
. 'Rec
MyRec. account. into MyRec. Y
account.
Y
Pool
Municipal Pool Manager
> creates
Patron
account.
Payment is
collected in full
| at Municipal | Cash / Credit No v
Pools or the |
Pok ; R Patron purchases a
isclai i arks ec
Disclaimer is Ot season pass:
i ice.
emailed to = e P _ -Uses MyRec account
Patron < s the at;on:)paymg < to purchase pass
through onine: -Selects customer
MyRec.
y Patron's type
credit card .
L. e Credit
information is [« %
entered in full €s
4 and processed.

The Cletk, Pool
Manager, or Online
Patron sclects Payand
the payment process is
completed.

Parks & Recreation = P&R
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City of Allentown
Municipal Pools
Daily Opening Procedures

Start

Pool Manager or
Designated
Supervisor arrives at
the Municipal Pool
early to complete all
opening procedures.

Pool Manager
vertifies that the two

.| emptydrawers (Front
"| desk and if applicable,

Concession) are in the
Management office.

Pool

.| Manager unlocks the

safe and recounts the
cash in the safe.

Pool Manager

| disburses the opening
>
balance to the drawers

as prescribed.

Pool Manager lays
out wristbands to be
used for the day and

A 4

completes beginning
section of Wristband
Start/End Sheet.

Pool Manager then, in this order:

- Conducts a pool bottom check.

- Completes the Daily Manifest Sheet.

- Completes the Monthly Swimming Report.
- Updates the Inventory Log.

- Begins the deposit bag preparation.

- Begins completing the State Sheet.

- Checks the Pump Room and begins the
Pump Room Log.

- Reviews the Employee Schedule.

- Begins oversecing the daily lifeguard and
pool operations.
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City of Allentown
Municipal Pools
Morning Adult Lap Swim Process (MALS)

Patron is
Start .| ineligible to
- participate in
I the MALS.
Patron arrives at
Cedar Beach

admission stand, Is the Patron a Season Pass

Monday through Is the Patron 18+? Holder?

Saturday between

8:00 AM to 10:00

AM.
If applicable,
Yes Patron is eligible to participate in MALS. Yes .| Patron is eligible
- - Does Patron have valid ID? | to purchase flat
I?t‘lsntls admission rate.
eligible to
purchase
admission and
P fg:ﬁ:ﬁ;ﬂ Cashier enters
the admissions .
Patron is
entry _ . . Yes
v (Headcount h permitted 4
. Only) into entry.
Cashier permits Payment is MyRec.

entry and does not |

collected in full
at the Municipal

Cash

A

distribute colot- ,
. Pool's front
coded wristbands. o
admission stand. .
Patron must Cashier enters
2 7 for th the admissi
s the Patron paying with cash or pay for tae . € Admissions
. selected entry ($/ No
credit? . . <
admission Headcount) into
Patron's credit type in full. MyRec.
card payment is )
processed at the Credit
Municipal Pool's
front admission
At the end of stand.
MALS all Pool Manager
—> i » completes the

Patrons must
leave the facility.

MALS sheet.
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City of Allentown

Municipal Pools

Daily Admission Process

Start

A

Patron artives
at one of the
three Municipal
Pools to

Admission Pass.

putchase a Daily

Valid form of
Identification?

If applicable,
Patron is eligible
to receive
residency /
discounted
admission.

Patron can only
receive Non-
Resident
Individual
Admission.

s the Patron a Season Pass

Holder?

Yes

Cashier enters
the admissions
entry
(Headcount
Only)
into MyRec.

Patron is
permitted

entry.

A 4

Cashier
provides the
corresponding-
colored
wiistband upon
entry.

A

Payment is
collected in full

Is the Patron paying with cash or

Cash

at the Municipal
Pool's front
admission stand.

A

Patron's credit
card payment is
processed at the
Municipal Pool's
front admission
stand.

P

credit?

Credit

Cashier enters
the admissions
entry
($/Headcount)
into MyRec.

A

Patron must
pay for the
selected
admission
type in full.

A
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City of Allentown
Municipal Pools

Free Admission / Excessive Heat Admission Process

Start

Patron is
ineligible to

4
Patron arrives at

one of the three
Municipal Pools
on a designated

Free Admission /
Excessive Heat

day.

Does the Patron have a valid form of ID to
confirm they are a COA resident?

L receive
Ll . . .
admission into

the Municipal

Pools.

Patron is
eligible to

A 4

receive free
admission into
the Municipal
Pools.

Cashier
provides the

corresponding- |

Holder?

s the Patron a Season Pass

Patron is
given priority
entry.

A 4

colored
wiistband upon
entry.

Cashier enters
the admissions
entry

(Headcount

Patron is

permitted
standard entry.

Only)
into MyRec.
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City of Allentown
Municipal Pools

Concession Stand Process

Start

Patron arrives at
the Cedar Beach or
Mack Site

concession stand.

Patron selects a
menuitem to
purchase.

Cashier processes
the Patron's
requested item
through MyRec.

Patron must pay
for the requested
item in full.

At the end of the
pool day, the
Cashier or other

Cash

»

Is the Patron paying with cash or
credit?

Credit

Payment is
collected in full at

the designated
concession stand.

A 4

Concession Staff [«
Member logs the
inventory change on
the Inventory Log.

Cashier or
other Concession
Staff member

Patron's credit
card payment is

processed at the
designated
concession stand.

Cashier adds the
total entries of the
desired items into

A

prepares Patron's
purchased item and
distributes the item.

MyRec and selects
'Checkout.’

‘_
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City of Allentown
Municipal Pools
Swim Diaper Process

Start

Patron arrives at one of the
three Municipal Pools to
purchase Admission and is
accompanied by a small child or
infant.

A 4

Patron is eligible to receive
complimentary swim diapers.

A 4

Cashier records the inventory
change on the Check List.

Pool Supervisor reviews the
Check List during each shift.
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City of Allentown
Municipal Pools

Daily Closing Procedures

Start
A
Pool Pool
Manager retrieves Using MyRec, Manager compares
the Front the Pool Manager the physical total

A 4

Admission Stand
drawer and counts
all the cash and

coins.

begins an Income
Summary Report.

A 4

with the expected
total based on the
number of recorded

admissions.

Pool Manager recounts
the concession drawer. If
discrepancy is still
present, the variance is
documented and
reported to the Aquatics
Program Manager and/
or City Official.

Do the physical and MyRec totals

match?

Do the totals match?

Pool Manager recounts
the drawer. If
discrepancy is still
present, the variance is
documented and
reported to the Aquatics
Program Manager and/or
City Official.

Pool

Pool
Manager proceeds
with the deposit

preparation process.

A 4

Manager completes
the Manifest Sheet.

Pool

Manager compares
the physical total
with the expected

Pool

Manager retrieves
concession stand
drawer and removes

Pool Manager
reviews the POS
Summary on MyRec

N and begins

A 4

out the Deposit Bag
Forms.

finalizes the
Manifest Sheet.

and delivers

A 4

required materials to
Treasury.

makes same-day
overnight deposit.

Yes ‘Are there any admissions,
[ —< concessions, or other revenue
collected?
No

Free Admission or
Excessive Heat Days.

total based on the thé presrlbéd completmg.a
register opening standard Manifest
recorded sales.
balance. Sheet.
Pool
Manager records |
the Daily Revenue
on the Manifest.
Pool
Manager completes
a "No Manifest
A 4 A 4 Sheet."
Pool
Pool Manager fills Pool Manager Manager compiles Pool Manager
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