
Pool & Tennis Coordinator 
Overview 

The PTC (Pool & Tennis Coordinator) oversees the pools, and all area within the 
fencing surrounding the pools. This includes the pavilions, the bath house, play 
structure, guard shack, and gaga pit. In addition, the PTC oversees the tennis 
courts, the fencing surrounding them, the shed, the bike racks, and all pool 
related equipment within the pumproom.   The PTC will also hire the PM (Pool 
Manager) and oversee the PM and lifeguards. They will facilitate the purchase 
and monitor the upkeep of all materials and equipment needed to maintain the 
pool and tennis court areas. Finally, the PTC oversees rentals of the pavilions 
and any other parties scheduling space in the pool area. Payment and 
scheduling occur through the app SKEDDA and rentals are managed directly by 
the PM and lifeguards. 
  

Annual Responsibilities by Month: 
January – 

●​  Attend the monthly board meeting and email the board secretary with 
updates  
for FoxTales. 

●​ Begin the process of securing a PM. 
○​  Confirm whether the previous year’s PM will return.  If not… 
○​ Seek PM’s via neighborhood adults familiar with pools and  

swimming, high school and middle school swim coaches in  
the area, and summer swim team coaches in the area. 

●​ This is a good month to update the community website.  To do so: 
○​ Log into PayHOA 
○​ Go to “Other tools” on left toolbar, “Website Builder” “edit site”  

”edit site” 
February – 

●​ Attend the monthly board meeting and email the board secretary with 
updates  
for FoxTales. 

●​ Continue with the process of securing a PM. If one is secured, have  
them begin the process of reaching out to previous guards on who will be 
returning. 

●​ Confer with the Swim team and obtain their meet and event schedule.  Put 
it into SKEDDA. This will typically include 1-3 home meets, a fire-up party, 
and an end of year banquet. All the dates that close the pools should be 



communicated to the community via the FoxTales as soon as dates are 
determined. 

○​ Home meets – If AM, the event is done before the pools open for 
the day at 12pm.  If PM, pools are closed early to the community at 
4:30pm.  

○​ Fire-Up party – Has been in the evening. Pools are closed to the 
community at 4:30pm. 

○​ Banquet – The pavilion is reserved for the Swim Team.  The pool 
facility remains open to the neighborhood.  

March – 
●​ Attend the monthly board meeting and email the board secretary with 

updates for FoxTales. 
●​ PTC and PM should begin the process of advertising for summer 

lifeguards to fill the roster.  PTC should put a request for guards with 
details in their March Fox Tales report.   

○​ Starting pay rate for 2024/25 
■​ Lifeguard (traditionally 10-16) - $14/hr 
■​ Head Guard (traditionally 1-2) - $16/hr 
■​ PM - $18/hr 

○​ Pay rate goes up .50 per full season of Fox Hills employment (“full 
season” shall be defined as working a minimum of 1 shift for 8 
weeks of the summer) 

●​ If temperatures are higher and the snow has melted, unlock and set up 
tennis courts.  Nets w/posts, court roller, broom and garbage cans should 
be in the shed. If not this month, then next month. 

April – 
●​ Attend the monthly board meeting and email the board secretary with 

updates for FoxTales. In this FoxTales, share with the community about 
the pool opening dates, the closed dates/times due to the swim team, the 
Food Truck schedule for the summer, who the guard staff are, reminder 
about some of the rules at the pools, guest fee and pavilion rental cost 
and procedures, and anything new to the pool facility. 

●​ The PM should be setting up and conducting interviews for lifeguards. 
●​ The PTC and PM should be creating a “shopping list” of needed materials 

to begin the season. ** See section 1.1** on how/where/when.  Items 
could include but are not limited to: 

○​ Garbage bags (large and small) 
○​  Pool chemicals and pool chemical testing products 
○​ Paper towel rolls, liquid soap, and bodywash for bath house 
○​ Cleaning supplies 



○​ Office supplies (dry eraser markers, files, notebooks, etc) 
○​ Replacement and repair items 

●​ The PTC to order candy, beverages, and food items based on the current 
year’ community interests. ** See section 1.1** on how/where/when to 
order. 

●​ The pools will have been scheduled to be opened by the chosen pool 
company for either the end of April or beginning of May.  If in April, the 
PTC will check-in and monitor the process when the company comes.  
The process takes 1 day but can require a 2nd day if there are repairs 
needed. The pool vacuum should be obtained/returned from the pool 
company for seasonal maintenance by that time. 

●​ Order salt for a beginning of May delivery if there is less than ½ pallet.  
** See section 1.1** on how/where/when to order.  

●​ See “March” regarding tennis courts and setup. 
●​ Provide the PM with the Square debit card, to be used for chemical testing 

at the county, chemical (chlorine and acid) purchases and other approved 
purchases.  

●​ The end of this month may be the beginning of the Food Truck tour, 
depending on the schedule requested by you in December.  Orange cones 
would normally be put out to secure a few parking spots, but this won’t be 
needed in April.  Guards should begin putting out cones for the food trucks 
in May.  

●​ OnPay – This is the payroll website utilized to pay all guard staff. 
○​ Restart OnPay as it will have been put on hold due to only needing 

it seasonally.  This may require contacting them to do via Chat on 
website or (877) 328-6505  

○​ Input new guard staff into the system. 
○​ Update pay amounts for returning guard staff. 
○​ Setup swim team coaching staff with their seasonal salary 

(determined by the swim team committee). The total for each coach 
should be divided over the pay periods they will be working 
(typically 7-8 pay periods). 

●​ Sling – This is the scheduling and timesheet program utilized by the guard 
staff. 

○​ Restart Sling as it will have been put on hold due to only needing it 
seasonally.  This may require contacting them to do via Chat on 
website or contact@getsling.com 

○​ Input new guard staff into the system. 
May – 

mailto:contact@getsling.com


●​ Attend the monthly board meeting and email the board secretary with 
updates for FoxTales. 

●​ See above in “April” on pools being scheduled to be opened by the 
chosen pool company. 

●​ The PM should have scheduled a lifeguard orientation meeting/pool area 
setup for the season for the first to second week of May (any time after the 
pool company has opened the pools but at least a week before pools 
open). 

●​ The Swim Team may have already reached out to the PTC about using 
the pool the week before the pools officially open.  This began occurring in 
2022. They will use it in the evenings after school. The Swim Team pays 
the FHCA $200 for that week for chemicals/utilities. 

●​ Rockbot – This is the music program used at the pools.  It allows anyone 
with a free account to request songs while there via an app on their own 
phone. 

○​ Restart Rockbot as it will have been put on hold due to only 
needing it seasonally.  This may require contacting them to do via 
Chat on website or  (415) 813-6020 

○​ Make sure that the settings are set to family appropriate music as 
guards will occasionally turn this off when they are listening to 
music when no patrons are there. 

●​ The pools open Memorial Day weekend on Friday.  The pool hours until 
school ends are as follows: 

○​ Memorial Day Weekend 
■​ Friday – 4pm-9pm 
■​ Sat/Sun/Mon – 12pm-9pm 

○​  M-F – 4pm-9pm 
○​ Sat/Sun – 12pm-9pm 

See “June” for pool hours once school ends for the year. 
●​ Guard shifts: 

○​ Full days - 11:15am-4:15pm (3 guards), 4:15pm-9:15pm (3 guards) 
○​ After School – 3:15pm-9:15pm (2 guards M-Th, 3 guards on Fri)  

This ratio is due to the swim team having after school practice M-Th 
which then requires the competition pool to be closed to the 
community. If none of the swim team coaching staff are certified 
lifeguards, then the community provides a lifeguard and M-Th has 3 
guards.  The swim team reimburses for any guard usage at the end 
of the swim team season. 



○​ Make sure that the PM includes any swim team meets on the guard 
schedule. Swim team meets only require 2 guards since the family 
pool is closed down during the event. 

●​ Water bottles should be stocked and provided for the guards at no cost.  
Make sure the season is starting with enough for patrons and the guards 
and are kept stocked throughout the summer.  

●​ The PM should take a water sample to the County Water Commission in 
Pontiac. 

●​ The PM should coordinate with guards about setting up orange cones in 
the most easterly located parking spots to reserve the spaces for the food 
trucks on Friday evenings.   

June – 
●​ Attend the monthly board meeting and email the board secretary with 

updates for FoxTales. 
●​ Guard shack snacks should be monitored and low items purchased.   

** See section 1.1** on how/where/when to order. 
●​ Monitor water bottle stock and purchase accordingly.    
●​ Salt, Chlorine and Acid quantities should be monitored.  PTC and/or PM 

will make these purchases. ** See section 1.1** on how/where/when to 
order.  

●​ Confirm coverage for July 4th 

○​ July 4th is one of the busiest days at our pools.  Coverage has 
typically required 4-5 openers, 3-4 closers, and 1 mid-day shift 
(2pm-7pm) 

●​ The PM should take a water sample to the County Water Commission in 
Pontiac. Results get mailed back to the community.  Results can state: 

A.​ All is good 
B.​ Chemical balancing (due to bacteria found) is needed by the 

next sample or the pools will close until fixed. 
C.​ The pools need to close immediately due to bacteria and 

cannot open until an acceptable sample is obtained. 
●​ At some point during the summer (could be June, but often in late July or 

August), the county sends an inspector to assess the pool facility.  Ideally, 
the PM is present. If not, a head guard or the PTC should be present.  
They will give a list of suggested update/fixes and/or required update/fixes 
with the possibility of closing the pool until rectified.  

July – 
●​ Attend the monthly board meeting and email the board secretary with 

updates for FoxTales. 
●​ Guard shack snacks should be monitored and low items purchased.   



** See section 1.1** on how/where/when to order.  
●​ Monitor water bottle stock and purchase accordingly.   
●​ Salt, Chlorine and Acid quantities should be monitored.  PTC and/or PM 

will make these purchases.  
** See section 1.1** on how/where/when to order.  

●​ The PM should take a water sample to the County Water Commission in 
Pontiac. 

August – 
●​ Attend the monthly board meeting and email the board secretary with 

updates for FoxTales. For this FoxTales, make a request to the community 
about helping with closing during the final weekend (in September, 
traditionally Labor Day weekend).  Doggy Dips have been an occasional 
way of drawing people there on the last day near the end of the eve.  This 
can also be charged for.  

●​ Guard shack snacks should be monitored but may not need to be 
replenished as the month of August tends to be lighter in patronage and 
snack sales. 

●​ Salt, Chlorine and Acid quantities should be monitored but may not need 
to be purchased as the season is almost over and supply may be 
sufficient. 

●​ The PM should take a water sample to the County Water Commission in 
Pontiac. 

●​ Send “Balance Owed” to the swim team committee.  They should provide 
you with a check before the end of the month. This will include: 

○​ OnPay “Payroll Total” for the season for the coaching staff.  “Payroll 
Total” included Wages, Employee Withholding Taxes, and Employer 
Taxes. 

○​ OnPay “Payroll total” for the guards’ hours used by the swim team 
during the season for meets, fire up party, and practices. 

○​ OnPay “Payment History” percentage for the months of May-July. 
This is the website management fee paid to Onpay. The amount 
each month is based on the amount in salary paid to the coaches 
and the amount paid to the lifeguards needed by the swim team 
during that month.  To determine this amount, Take the total amount 
paid to the coaching staff and guards during a month and divide it 
by the total amount paid for all staff during that month.  This will 
give you a percentage that can then be multiplied by the amount 
owed for that month to give you a total owed by the swim team for 
that month.  



○​ $200 for the 1 week of pre-season practice usage of the pools. This 
amount can change each year based on inflation and should be 
calculated prior to the season beginning and given to the swim 
team. 

●​ Be prepared for guards/head guards to leave near the end of the month 
due to going to college.  

September – 
●​ Attend the monthly board meeting and email the board secretary with 

updates for FoxTales. This is a good time to thank the guard staff for the 
season and the community for their patronage. 

●​ Guard shack snacks should not be replenished. 
●​ Monitor water bottle stock and purchase accordingly.   
●​ Pool closing should occur near the end of the last day of the pool being 

opened.  This process involves: 
○​ Stacking all chaise loungers, chairs, and tables under the pavilion. 
○​ Moving all cushions into the bathhouse. The bathhouse should 

remain accessible for the “Pool Closing” company to get to the 
toilets, showers and sinks for winterizing purposes.  

○​ If the guardshack is not securable, all items in the guardshack 
should be moved to the bathhouse. 

○​ All umbrellas should be moved to the bathhouse. 
○​ Lifeguard stands should be moved to the pavilions. 
○​ The grills should be covered. 
○​ Flower pots should be moved to the pavilions, parking lot, front 

clubhouse walkway, or offered for households to “adopt” a pot and 
return it the next season. 

●​ Put Onpay, Sling, and Rockbot on seasonal hold. This can be done 
through the apps, or the companies can be contacted directly and they 
can do it. 

○​ Onpay -  Chat on website or (877) 328-6505 
○​ Sling – Chat on website or contact@getsling.com 
○​ Rockbot – Chat on website or (415) 813-6020 

●​ Get pool vacuum to pool company for seasonal servicing (they will provide 
a tune-up and replace worn/broken parts). This can often be given to pool 
company when they come out to close/winterize the pools and bathhouse.  

●​ Pool company should have been scheduled to come out and winterize 
pools and bathhouse.  Winterizing is best to occur during the week 
following the last weekend of being opened (often Labor Day weekend). 

October – 
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●​ Attend the monthly board meeting and email the board secretary with 
updates for FoxTales. 

●​ Begin developing a budget for the next season. Things to look at: 
○​ Repairs 
○​ New equipment 
○​ Possible increase in minimum wage 

●​ Pool company will reach out at some point between October and March to 
schedule the following year’s opening and closing week. 

November – 
●​ Attend the monthly board meeting and email the board secretary with 

updates for FoxTales. 
December – 

●​ Attend the monthly board meeting and email the board secretary with 
updates for FoxTales. 

●​ **Optional** The current PTC has taken it upon themself to coordinate the 
Food Truck tour.  The organization will reach out for logistics for the next 
season as well as food truck choices.  PTC sends an email to the 
community listing all available food trucks and a request of ranking the top 
15 (the amount of weeks they come). The results are sent in to the 
organization as soon as possible as the sooner it is sent, the better 
chances of getting top picks.  The organization will request (not required) 
to be allowed a “minimum fee” from the community to assure the trucks’ 
income.  It has not been the policy of the current PTC to include a 
“minimum fee” as this would cost the HOA money. When determining a 
food truck schedule, it has been Friday’s from 5:00pm-7:30pm. They will 
set up in the parking lot in the most easterly located spots. The schedule 
for the season is set to often start at the end of April/start of May and run 
through Labor Day weekend. The Month of August is often skipped as 
there has been traditionally low patronage during that month for the food 
trucks and this impacts the food trucks’ income greatly (often seen as a 
loss for them).   

  
Section 1.1 – Ordering/Purchasing 
              ​ The following is a list of typical products/equipment purchased in a season 
as well as products that may not need purchasing often. The list is not complete, rather 
meant to give a general understanding on a majority of necessary items. They will be 
organized by locations to purchase them. 

●​  Costco – Paper towel, bottled water, toilet paper, cleaning supplies, concession 
items, batteries, 



●​ Ace Hardware – Salt, Chlorine, Acid, tools/hardware, gardening supplies, bee 
and insect control 

●​ Home Depot – Tools/hardware, gardening supplies, bee and insect control, 
garbage cans, hoses, flowers 

●​ Auburn Pool and Spa – Chlorine, Acid, pool equipment 
●​ Amazon – pool chemical testers, guard shack supplies, bathhouse soap/body 

wash/paper towel, bathhouse dispensers, concession items, furniture, 
pillows/cushions, first aid items, lifeguard whistles and fanny-packs, umbrellas 
(get insurance on them), rescue tubes 

●​ Thelifeguardstore.com – rescue tubes, AED 
●​ Poolweb.com – Lifeguard stand supplies and parts 
●​ Metrodetroitscreenprinting.com – Lifeguard clothing (t-shirts, hoodies) and 

neighborhood “swag” 
●​ Inyopools.com – Pool supplies/parts 

 


