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¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ŘŜǎŎǊƛōŜǎ {ǿƛƳ hƴǘŀǊƛƻΩǎ ǇƻƭƛŎƛŜǎ ŦƻǊ ƻǇŜǊŀǘƛƻƴ ŀƴŘ ǘƘŜ ǇǊƻŎŜŘǳǊŜǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ŦǳƭŦƛƭƭ 
them. Policies and procedures guide how decisions are made and how the work is to be done.  Well 
ǿǊƛǘǘŜƴ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ƛƴŎǊŜŀǎŜ {ǿƛƳ hƴǘŀǊƛƻΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ ŀŎŎƻǳƴǘŀōƛƭƛǘȅ ŀƴŘ ǘǊŀƴǎǇŀǊŜƴŎȅ 
and are fundamental to improvement. 
 
A good policy manual: 

¶ Documents no more than ten principles which guide the interactions with all stakeholders and 
interested parties; and 

¶ Maintains a strict focus on key determinants of quality. 
 
While the management of the Annual General Meeting is an important event it is not a key determinant 
of quality, and as such should not be in the policy manual.  Similarly, when the Board meets is an 
important piece of information that should be freely available, it is not a key determinant of quality, and 
as such should not be in the policy manual. How and where staff park cars may be important but it is not a 
policy; it is an instruction that is issued to staff. A non-ǎƳƻƪƛƴƎ ΨǇƻƭƛŎȅΩ ƛǎ ŀƴ ƛƴǎǘǊǳŎǘƛƻƴ ƻǊ ǊǳƭŜ ǘƘŀǘ ƳƛƎƘǘ 
Ŧƭƻǿ ŦǊƻƳ ŀ ǇƻƭƛŎȅ ƻƴ άIŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ ƻŦ /ƻƴǎǳƳŜǊǎΣ ±ƛǎƛǘƻǊǎ ŀƴŘ {ǘŀŦŦέΤ ƛǘ ƛǎ ƴƻǘ ƛƴ ŀƴŘ ƻŦ ƛǘǎŜƭŦ ŀ ǇƻƭƛŎȅΦ 

Definitions: 
Policies are... 

¶ The description of our commitment to key determinants of quality; 

¶ The guiding principles of Swim Ontario; 

¶ Broad guidelines to decision making; 

¶ Not directives; 

¶ ¢ƘŜ ōŀǎƛǎ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ ƛƴǎǘǊǳŎǘƛƻƴǎΦ 

Policies are the guiding principles of service. Unlike procedures, they do not tell the reader exactly how 
something will be done. Policies simply set the signposts. 
 
Procedures are... 

¶ .ŀǎŜŘ ƻƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇƻƭƛŎƛŜǎΤ 

¶ The recipe as to how things get done; 

¶ Specific step by step directions. 

Where policies provide the signposts or guidance, the procedures tell people how things will be done. A 
procedure specifies what will be done, when, and by whom and what records are to be kept. It is the 
ΨǊŜŎƛǇŜΩ ōȅ ǿƘƛŎƘ ǘƘŜ ǇƻƭƛŎƛŜǎ ŀǊŜ ŜƴŀŎǘŜŘΦ hƴŜ ǇǊƻŎŜŘǳǊe can be informed by a range of policies. 
 
What then are instructions? 
¶ Task or practice specific directions; 

¶ ¢ƘŜ ΨǊǳƭŜǎΩ ōȅ ǿƘƛŎƘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ƻǇŜǊŀǘŜǎΦ 

Like procedures, work or task instructions tell people what will be done, when and by whom. Task 
instructions relate to particular task/s associated with a given procedure. For example, an organization 
may have in place a staff appointment procedure which addresses various issues and the roles of staff; 
one component of the appointment procedure might involve public advertisement. Rather than clutter 
the procedure with directions on how to run an advertisement, a work or task instruction would be used 
by the staff member responsible for placing the advertisement. Instructions are also used to inform 
peopƭŜ ƻŦ ǘƘŜ ΨǊǳƭŜǎΩ ōȅ ǿƘƛŎƘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ƻǇŜǊŀǘŜǎΤ ŦƻǊ ŜȄŀƳǇƭŜΣ ƴƻƴ-smoking, car parking etc. can 
be published as directives, memos, public display etc. 
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PROCEDURE MANUAL 
 

POLICY SECTION: ORGANIZATION ς ACCOUNTABILITY & 
TRANSPARENCY 

PROCEDURE# O-001-01 

RESPONSIBILITY: COMMUNICATIONS COMMITTEE   

SUBJECT: BOARD OF DIRECTORS DUTIES AND RESPONSIBILITIES EFFECTIVE January 2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

Openness and disclosure can only happen with individuals that embrace this policy.  To ensure that all 
directors understand the role and obligations of their position they must have read and be familiar with 
all aspects of organization. 

Duties and Responsibilities of a Director 
Directors are agents of the Corporation when acting in the interest of and on behalf of the Corporation 
and when acting within their actual, ostensible or implied authority.  A Director will be liable when they 
fail to make it clear to an outside party they are not acting on their behalf.  The ordinary law of agency 
applies to Directors. 
 
Directors occupy a position of trust towards the Corporation and all its members.  In performing their 
duties and exercising their functions, Directors must act with the utmost good faith toward the 
Corporation. 

Procedure 
Upon becoming a Director of Swim Ontario, within 30 days the new director must acknowledge in writing 
to the President the reading and understanding of the following documents found in the Board Binder: 

¶ Swim Ontario By-Laws 

¶ Swim Ontario Policies and Procedures 

¶ Roles and Responsibilities of Volunteer Board Members 

¶ The most recent Club Manual 

¶ Completed confidentiality form 
 
Aside from the initial meeting, no Director may assume a role in Committee or in Board Meetings until 
this step has been completed. 
 
The staff will retain a record of the reading/understanding. 
 
Responsibility     Action 

New Board Members Read and acknowledge materials indicated 

Staff Ensure new board member has a copy of the 
Board Binder to read at the AGM 

President Follow-up within 30 days of a new Board Member 
being elected to ensure completion and 
understanding 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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POLICY SECTION: ORGANIZATION ς ACCOUNTABILITY & 
TRANSPARENCY 

PROCEDURE # O-001-02 

RESPONSIBILITY: COMMUNICATIONS COMMITTEE   

SUBJECT: BOARD OF DIRECTORS MEETING MINUTES EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

The first step in the defence of openness is the recording of votes, conversations, motions and more.  The 
membership of the organization is owed the opportunity to read and understand the direction the 
executive take when making decisions.  

Procedure 
All documents which are directly referred to in formal motions of the Board (such as appendices, 
attachments, etc.) shall be formally included in the Board minutes. 

¶ Motions are recorded and signed by the President at each Board meeting. 

¶ Teleconference motions are minuted. 

¶ Minutes are reviewed by the President and Executive Director prior to circulation for approval.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility     Action 

Recording Secretary Submits motions to the Senior Administration 
Assistant 

Senior Administration Assistant Prepares minutes of the meetings and incorporates 
motions into the minutes.  Reports are referred to 
as appendices and are attached to the minutes. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: ORGANIZATION ς ACCOUNTABILITY & 
TRANSPARENCY 

PROCEDURE # O-001-03 

RESPONSIBILITY: COMMUNICATIONS COMMITTEE   

SUBJECT: SWIMMERSΩ REPRESENTATIVE EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

The Board is representative of a large number of concerned parties.  Swimmers are not an organization 
and as such require special consideration in selection of the person specifically representing their interest. 

Procedure 
In accordance to By-law section 6.04 the following procedure shall be utilized to administrate the 
ά{ǿƛƳƳŜǊǎ wŜǇǊŜǎŜƴǘŀǘƛǾŜέΦ 
 
One director shall be nominated by swimmers resident in the Province of Ontario who hold or have held 
within one year past, a national or Swim Ontario card and shall be elected/appointed to the Board of the 
Association in that capacity to serve for a term of two years. 
 
tǊƛƻǊ ǘƻ ǘƘŜ ŜƴŘ ƻŦ ƘƛǎκƘŜǊ ǘŜǊƳ ǘƘŜ ǎǿƛƳƳŜǊǎΩ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŎƻƴǘŀŎǘǎ ŀƭƭ ŜƭƛƎƛōƭŜ ŀǘƘƭŜǘŜǎ ǘƻ ǎolicit 
nominations.  The latter are sent to the Swim Ontario office.  Nominees will be contacted and asked if 
they will allow their name to stand. 
 
Staff may assist the swimmers representative in managing the election process.  The creation of an e-mail 
list of eligible voters through which an electronic ballot can be created.  Each voter is able to vote 
electronically through a link on their email.  The swimmer with the most number of votes will become the 
ƴŜǿ ǎǿƛƳƳŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΦ 
 
¢ƘŜ ƴŜǿ ǎǿƛƳƳŜǊǎΩ Ǌepresentative will start their term immediately following the election ς preferably at 
the beginning of a new season. 
 
LŦ ǘƘŜ ǎǿƛƳƳŜǊΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ Ŧŀƛƭǎ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜƛǊ ǘǿƻ ȅŜŀǊ ǘŜǊƳ ǘƘŜ .ƻŀǊŘ Ƴŀȅ ǳƴŘŜǊǘŀƪŜ ǘƻ Ŧƛƭƭ ǘƘŜ 
position at their discretion. 
 
Responsibility     Action 

{ǿƛƳƳŜǊΩǎ wŜǇΦ Solicits nominees for the position 

Swimmers Send nominations to Swim Ontario 

Swim Ontario Technical staff inform eligible swimmers of 
candidates 

Swimmers Send a mail-in vote to Swim Ontario 

Technical Staff AnnouƴŎŜ ƴŜǿ ǎǿƛƳƳŜǊǎΩ ǊŜǇ ŀƴŘ ǎǘŀǊǘ ŘŀǘŜ ƻŦ 
term 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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  PROCEDURE MANUAL 

 
 

POLICY SECTION: ORGANIZATION ς ACCOUNTABILITY AND 
TRANSPARENCY 

PROCEDURE # O-001-04 

RESPONSIBILITY: ADMIN/FINANCE COMMITTEE   

SUBJECT: OSCC GRANT EFFECTIVE 
September 

2009 

AUTHORIZED BY: Board of Directors REVISED  

 

Policy Support 

Ontario Swim Coaches will pay a membership fee to Swim Ontario. 

 

Procedure   

Ontario Swim coaches will register as members of SNC and Swim Ontario on the SNC registration system.  An 
electronic invoice will be generated to include both the SNC and Swim Ontario ŎƻŀŎƘΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ŦŜŜ. Fees will be 
paid to Swim Ontario and the SNC portion of the fee will be forwarded appropriately.  Swim Ontario will issue an 
annual grant to OSCC. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Responsibility     Action 

Club Registrar  To set up accounts for individual coaches and submit payment to Swim 
Ontario once coaches have registered on-line. 

Coaches To complete the registration process. 

Staff Collect fees and administer accordingly. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: ORGANIZATION ς ACCOUNTABILITY AND 
TRANSPARENCY 

PROCEDURE # O-001-05 

RESPONSIBILITY: EXECUTIVE DIRECTOR   

SUBJECT: SWIM-A-THON RECEIPTS EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

Swim-a-ǘƘƻƴϰ ƛǎ ŀ ǊŜƎƛǎǘŜǊŜŘ ǘǊŀŘŜƳŀǊƪ ƻŦ {ǿƛƳƳƛƴƎ bŀǘŀǘƛƻƴ /ŀƴŀŘŀ ŀƴŘ ƛǘǎ ǳǎŜ ƛǎ ƭƛŎŜƴǎŜŘ ǘƻ {ǿƛƳ hƴǘŀǊƛƻΦ  {ǿƛƳ-
a-ǘƘƻƴϰ  ǊŜǇǊŜǎŜƴǘǎ ŀ Ǌƛǎƪ ŜȄǇƻǎǳǊŜ ŦƻǊ ŦǊŀǳŘ ƛŦ ƴƻǘ ƳŀƴŀƎŜŘ ŎƻǊǊŜŎǘƭȅΦ  !ǎ ŀ ŎƘŀǊƛǘŀōƭŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƘŜǊŜ Ŏŀƴ ōŜ ƴƻ 
perceived or actual abuse of the system.  This procedure details the specific sections of the process and 
responsibilities of the parties involved. 

Procedure 

¢Ƙƛǎ ǇǊƻŎŜŘǳǊŜ Ƴǳǎǘ ŀŘƘŜǊŜ ǘƻ {ǿƛƳ /ŀƴŀŘŀΩǎ /ƘŀǊƛǘŀōƭŜ 5ƻƴŀǘƛƻƴǎ ǇƻƭƛŎȅΦ 
 

Swim-A-Thon is the major national fundraising project in which most affiliated clubs in Canada participate. It 
promotes and finances amateur competitive swimming. The purpose of Swim-A-Thon is to raise money for a club 
ǘƘǊƻǳƎƘ ǎǿƛƳƳŜǊǎΩ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ŀ ƳŀǊŀǘƘƻƴ ǎǿƛƳ ǘƘǊƻǳƎƘ ƻōǘŀƛƴƛƴƎ ǇƭŜŘƎŜǎ ŦƻǊ ǎƻ Ƴuch per length swum, or a 
pre-determined amount.  

Risk 
As a result of an audit conducted by The Canadian Customs and Revenue Agency (March 2003), the following points 
regarding the eligibility of tax receipts are highlighted for compliance. The complete Swimming/Natation Canada 
Donations Policy is attached.  

The tax department's view as to what constitutes a gift is consistent with the case law and requires that, to qualify, 
there must be a voluntary transfer of property without consideration and that no benefit accrue to the donor.  

The INTERPRETATION BULLETIN - NO. IT-110R2,  
DATED MAY 14, 1986 & JANUARY 27, 1989 states:  

¢ƻ ǘƘŜ ōŜǎǘ ƻŦ ǘƘŜ ŎƭǳōΩǎ ƪƴƻǿƭŜŘƎŜ ǘƘŜ ǊŜŎŜƛǇǘǎ ōŜƛƴƎ ƛǎǎǳŜŘ ŀǊŜ ōŜƛƴƎ ǇǊƻǾƛŘŜŘ ŦƻǊ Řƻƴŀǘƛƻƴǎ 
given where the donor will not receive any compensation other than pure moral benefit and must 
be willing to grow poorer for the benefit of the donee without receiving any compensation.  

Not Eligible for a Tax Receipt 
The Canadian Customs and Revenue Agency and Swimming/Natation Canada's view on the following examples is that 
a donation has not been made without receiving consideration or material benefit, and therefore they are ineligible 
for a tax receipt.  

Swim Ontario IS NOT LEGALLY PERMITTED to issue Tax Receipts:  

¶ for registration or assessment fees paid to join a swim club;  

¶ to parents paying a swimmer's Swim-A-Thon fee set by a swim club;  

¶ to clubs that "trade" or "switch" donations;  

¶ ŦƻǊ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ άƳŜƳōŜǊǎΩ ǘǊǳǎǘ ŀŎŎƻǳƴǘǎέ ƻǊ άŦŀƳƛƭȅ ŀŎŎƻǳƴǘǎέΦ  

 

Examples 

1. tŀǊŜƴǘ Ψ!Ω ƳŀƪŜǎ ŀ ǇŀȅƳŜƴǘ to a local swim club of which his/her child is a member, and asks that the funds 
ōŜ ŀǇǇƭƛŜŘ ǘƻ ǎǿƛƳƳŜǊ Ψ.ΩΣ ŀƴ ǳƴǊŜƭŀǘŜŘ ǇŜǊǎƻƴΦ [ƛƪŜǿƛǎŜΣ ǇŀǊŜƴǘ Ψ.Ω ƳŀƪŜǎ ŀ ǇŀȅƳŜƴǘ ǘƻ ōŜ ŀǇǇƭƛŜŘ ǘƻ 
ǎǿƛƳƳŜǊ Ψ!ΩΦ 9ŀŎƘ ǇŀǊŜƴǘ Ǉŀȅǎ ŀƴ ŀƳƻǳƴǘ Ŝǉǳŀƭ ǘƻ ǘƘŜ ŀƳƻǳƴǘ ƘƛǎκƘŜǊ ŎƘƛƭŘ is ultimately to receive under 
the plan. The amount is determined in advance by the club.  
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2. Currently, a number of clubs prescribe the amount each swimmer must raise for Swim-A-Thon. If a 
swimmer chooses not to raise funds from a third party, he/she may make the payment personally or the 
swimmer's parents may make the payment.  

3. The parent makes a payment to a provincial section directly, asking that consideration be given to applying 
the funds to the local club of which their child is a member.  

4. Clubs may not "trade" or "switch" donations and be eligible for a tax receipt.  

Eligible for a Tax Receipt  

A parent MAY receive a tax receipt for donations in excess of the club-levied fundraising and membership fees.  

Required Documentation for Submission to Swim Ontario  

Club Swim-A-Thon tax receipt requests to Swim Ontario must include the following required items and must be 
provided in one package by the club Swim-A-Thon chairperson prior to the submission deadline.  

1. Hard copy of the on-line (GraspIT program) donation list (accessed at www.swimontario.com)  
2. Swim-A-Thon report ς Sections A & B (form provided by Swim Ontario on line)  
3. All original pledge sheets (calculations completed) with signed Family Affidavit  

 http://www.swimontario.com/uploads/forms/Family_Affidavit_-_Complete.pdf 
4.  The Canadian Customs and Revenue Agency requires provincial sections to file these for audit purposes. 

¢ƘŜ ǎǿƛƳƳŜǊΩǎ ƴŀƳŜ ŀƴŘ ƻǘƘŜǊ ƛƴŦƻǊƳation must be completed on each pledge form. On the same pledge 
form, the complete address AND postal code must be provided by each donor who requests a tax receipt.  

5. Club Policy Manual/Handbook containing membership fee structure and Swim-A-Thon/fundraising 
obligation.  

6. Signed Club Affidavit confirming compliance with tax law, rules and procedures required by The Canadian 
Customs and Revenue Agency and Swimming/Natation Canada.   
http://www.swimontario.com/uploads/forms/Affidavit_club.pdf 

7. An undated Swim-A-Thon cheque, made payable to Swim Ontario, for the total amount of funds raised. 
  

Swim-A-Thon Weekend  

The last weekend in March is generally used for the actual Swim-A-Thon; however, each club may set a date that best 
suits its needs.  
 
Swim-A-Thon Kit Order Form  
Each club is entitled to one kit per registered competitive swimmer (based on the numbers registered with a club on 
the day on which kits are ordered). Clubs may order extra Swim-A-Thon kits at a pre-determined cost. Kits must be 
ordered prior to December 31st of the current swimming season. 
 
Responsibility     Action 

Finance Committee Annually review aspects of the procedure to minimize 
exposure to risk 

Staff Ensure adequate numbers of swim-a-thon kits are 
available for clubs.  Process completed swim-a-thon 
kits, tax receipts and club swim-a-thon grant cheque.   

Club Swim-a-thon Chairperson Read all duties and procedures related to Swim-a-thon 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

 

http://www.swimontario.com/uploads/forms/Family_Affidavit_-_Complete.pdf
http://www.swimontario.com/uploads/forms/Affidavit_club.pdf
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PROCEDURE MANUAL 
 

POLICY SECTION: ORGANIZATION ς ACCOUNTABILITY & 
TRANSPARENCY 

PROCEDURE # O-001-6 

RESPONSIBILITY: COMMUNICATIONS COMMITTEE   

SUBJECT: SWIM ONTARIO AWARDS EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

To ensure awards are processed through a fair process. 

Procedure 
Swim Ontario administers an extensive awards programme that incorporates its own categories and that 
of the Ministry and Swimming/Natation Canada. These highly coveted awards express the associationôs 
admiration and gratitude to organizations and individuals that have contributed to the advancement of 
swimming in Ontario.   
 
Swim Ontario presents the majority of its awards during the Annual Awards Ceremony held during the 
Annual General Meeting weekend. 
 
All nominations for Swim Ontario awards are directed to the Swim Ontario Communications Committee 
who will ensure that complete documentation is provided and that all criteria regarding the respective 
awards have been met.  The Communications Committee will then forward the recommended names to 
the Executive Committee. 
 

 
Responsibility     Action 

Communications Committee Review nominations for awards and forward 
recommended names to Executive Committee. 

Executive Committee Approves nominations for staff to proceed with 
awards. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: ORGANIZATION ς RISK MANAGEMENT PROCEDURE # O-002-01 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: FINANCIAL CONTROLS EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

Controls define a minimum expectation for openness.  Generally accepted accounting and management 
practices are always encouraged. 

Procedure 
The following are to be considered as minimum. Additional guidelines and directions may also be found in 
accounting procedures. 
 
Cheque Management 

¶ Two signatures on every cheque - no matter how insignificant or how large the amount. 

¶ Back-up for all expenditures to be attached to cheque requisitions 
o both signing officers to peruse back-up and compare to cheque requisition for accuracy 

prior to signing any cheque. 

o Executive Director signature stamp is available in the EDΩs absence.  The signature stamp 
is kept in a secure location 

o The Executive Director must initial all back-ups 

Cheque Requests 

¶ All invoice requests as well as all voided cheques to be initialled by a signing officer. 

¶ Unbudgeted expenditures up to $5,000.00 may be authorized by the Executive Director and 
authorized unbudgeted expenditures up to $10,000.00 to be made jointly by the Executive 
Director and President.  Unbudgeted expenditures in excess of $10,000 require approval of the 
Executive Committee, followed by a report to the Board at its next meeting. 

¶ Purchase orders to be initialled by the Executive Director and attached to invoices. 

Executive Director  

¶ Expenses to be approved by the Executive Director prior to reimbursement. 

¶ Pre-approves staff expenses and signs all expense forms. 

Staff 

¶ One staff person keeps track of income and expenses on financial software management system 
and does banking. 

¶ At least two staff members are familiar with tracking system as well as invoicing/cheque 
requisition procedures to avoid delays during vacation periods. 

Accountant  

¶ Double-checks staff work,  

¶ Reconcile bank statements  

¶ Looks after monthly financial statements and  
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¶ Makes all general ledger entries, 

¶ Completes annual organization tax return 

¶ Makes payroll, PST & GST submission 

 
Audit 

¶ The company financial records are examined at the end of each fiscal year by an appointed 
auditor who is approved by the membership at the annual AGM. 

¶ Executive Director not to be the bookkeeper for the association. 

 
 
Other 

¶ Swim Ontario will not allow any of its affiliated clubs to access the privilege of its incorporation for grant 
applications that require incorporation ς ie.  Trillium, Quest for Gold 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility      Action 

Executive Director 
 

Adheres to and supports the direction of the controls 

Executive Director & Signing Officers 
 

Ensures actions are consistent with controls 

Senior Administrator Processes cheques, invoices and produces accurate 
journals 

SAO Accountant 
 

Retrieves month-end data & compiles statements, bank 
ǊŜŎΦΩǎΣ ŀƴŘ D[Ωǎ 

Executive Director 
 

Copies Finance Committee on statements & compiles 
monthly report on actual compared to budget 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: ORGANIZATION ς RISK MANAGEMENT PROCEDURE # O-002-02 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: FINANCES ς OPERATIONAL RESERVE EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

To alleviate questions regarding reserves and cash on hand the minimum expectation for these monies is 
provided. 

Procedure 
That under normal circumstances, the Operational Reserve of Swim Ontario shall be maintained within a range of 
$500,000 to $750,000. For purposes of this procedure, the Operational Reserve is defined as the total of excess 
cash which Swim Ontario has invested in various income generating vehicles such as Guaranteed Investment 
Certificates, Canada Savings Bonds, Provincial Savings Bonds, bank savings accounts, etc.  In the event that the 
Operational Reserve falls outside this range the Board shall agree upon a plan to return it within the above range 
in a reasonable period of time. 
 

Background 
 
Prudent management practice dictates that Swim Ontario maintain an Operational Reserve to protect the 
organization from unexpected decreases in revenue and/or unplanned expenditures.  Unexpected decreases in 
revenue could result from such events as a decrease in either government grants or the number of registered 
swimmers; unplanned expenditures could result from such events as unexpected legal actions, a sudden need for 
additional staff, the expansion of current programs and services or the desire to implement new programs. Under 
ƴƻǊƳŀƭ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ŀ ǎǳƛǘŀōƭŜ ǊŀƴƎŜ ŦƻǊ ŀƴ hǇŜǊŀǘƛƻƴŀƭ wŜǎŜǊǾŜ ǿƻǳƭŘ ōŜ р ǘƻ т ƳƻƴǘƘǎ ƻŦ {ǿƛƳ hƴǘŀǊƛƻΩǎ 
operating expenses which would exclude flow-through expenses such as the SNC fees.  Based on the Swim Ontario 
2009-2010 budget the operating expenses are roughly $1,250,000 which would suggest an Operational Reserve in 
the range of $500,000 to $750,000.  It should also be noted that investing the Operational Reserve in conservative 
interested bearing vehicles will result in an annual revenue stream of roughly $20,000, depending on the amount 
of the reserve and current interest rates. 
 
 
 
 
 
 

 
Responsibility      Action 

Finance Committee Provides oversight 

Executive Director Signals a problem within the subsequent reporting 
period on an inability to maintain this procedure 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: ORGANIZATION ς RISK MANAGEMENT PROCEDURE # O-002-03 

RESPONSIBILITY: COMMUNICATIONS COMMITTEE   

SUBJECT: POLICE CHECKS FOR SWIM ONTARIO BOARD & STAFF EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

Swim Ontario has a duty of care to protect and not place at unreasonable risk its staff, titleholders and 
third parties. In meeting this responsibility, Swim Ontario must be confident that staff members meet the 
highest standards of integrity and suitability so that the swimming community is satisfied it has minimized 
the risk of an unsafe environment.  

Procedure 
The intent of this procedure is to ensure appropriate screening processes are adopted for positions at 
Swim Ontario.  This procedure is predicated on the premise that Swim Ontario: 

¶ has a duty of care to protect, and not place at unreasonable risk, its staff and other persons;  

¶ has a duty of care to protect and not place at unreasonable risk Swim Ontario resources;  

¶ must undertake a rigorous assessment of the suitability of internal and external candidates prior to 
offering them appointment to a position;  

¶ recognizes police record checks are not in themselves a rigorous assessment of suitability; and  

¶ considers these checks an essential part of the appointment and promotion processes.  

This procedure applies to all positions at Swim Ontario including all staff, Board of Directors, consultant 
and contractor positions.  This procedure is to be followed  

¶ every year before December 1st 

¶ for all new hires of Swim Ontario 

¶ when a police records check is required by the Executive Director, or 

¶ when considering whether a police records check is required, for a specific position.  

 

All new employees are required to provide an original Criminal Record Check that is satisfactory to the Board prior 
to the commencement of any employment/volunteer duties.  The Criminal Record Check must have been executed 
within the preceding 90 days of hire (employees) and meet all of the conditions outlined below.   

Any cost related to obtaining the Criminal Record Check is the sole responsibility of the applicant. 
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The original copy of the Criminal Record Check, and any additional information requested, will become the 
property of Swim Ontario and will not be returned, copied or forwarded to any other institution or individual.  The 
original Criminal Record Check should be hand delivered to the Executive Director in a sealed envelope marked 
ŎƻƴŦƛŘŜƴǘƛŀƭΣ ƛƴŎƭǳŘŜ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ Ŧǳƭƭ ƴŀƳŜ ŀƴŘ ǇƻǎƛǘƛƻƴΣ ŀƴŘ ǘƘŜ ǿƻǊŘǎ ά/ǊƛƳƛƴŀƭ wŜŎƻǊŘ /ƘŜŎƪέΦ 

 

{ǿƛƳ hƴǘŀǊƛƻΩǎ ƻffer of employment is conditional upon the receipt and review of an original Criminal Record 
Check.  An applicant must obtain a Criminal Record Check Report through a local police service headquarters or 
regional police services or other acceptable security clearance record check organization.   

 

Should an applicant submit a Criminal Record Check showing evidence of a criminal offence, confirmation of their 
employment or volunteer commitment (ie. Board position), will be postponed pending a review of the 
information.  A criminal record will not necessarily disqualify an applicant.  Swim Ontario reserves the right to 
request applicants to provide additional information with regard to their application of employment.  The final 
decision will be made by the Executive Director in consultation with the Board of Directors. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility     Action 

New Employee/Board Member Initiates the process for the check and brings to 
the Executive Director 

Executive Director Reviews and stores in personnel file  

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: ORGANIZATION ς RISK MANAGEMENT PROCEDURE # O-002-04 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: INSURANCE EFFECTIVE January 2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 
Insurance represents a transfer of risk to a third party.  The arrangements made wƛǘƘ {ǿƛƳ hƴǘŀǊƛƻΩǎ ƛƴǎǳǊŀƴŎŜ 
company demands accuracy on behalf of Swim Ontario and its members.  Swim Ontario acknowledges that the clubs 
and membership are correct.  Swim Ontario must be able to ensure that clubs, identified pools, permit holders and 
morŜ ŀǊŜ ǊŜŦƭŜŎǘŜŘ ƛƴ ǘƘŜ ƛƴǎǳǊŀƴŎŜ ŎŀǊǊƛŜǊΩǎ ǊƻƭŜΦ 

 
Swim Ontario will provide quality insurance for the Provincial Governing Body and member clubs in good standing 
ǿƛǘƘ {ǿƛƳ hƴǘŀǊƛƻΦ  /ƭǳō !ŦŦƛƭƛŀǘƛƻƴ ŦŜŜΩǎ ƛƴŎƭǳŘŜ ōŀǎƛŎ ƛƴǎǳǊŀƴŎŜ ŎƻǾŜǊŀƎŜΦ  ! ŎǳǊǊŜƴǘ ŎƻǇȅ ƻŦ {ǿƛƳ hƴǘŀǊƛƻΩǎ 
Insurance policies will be posted on the Swim Ontario website. 
 
Insurance may include:    

¶ Commercial General Liability Insurance 

¶ Legal Expenses Insurance for registered and incorporated Non Profit Swimming Organizations. 

¶ Directors & Officers Liability coverage 

¶ Accidental Death & Dismemberment Insurance 

¶ Participant Accident Insurance  

¶ Travel Accident Insurance (clubs have the option to purchase additional insurance from our carrier as 
deemed necessary by the club) 

¶ Property Insurance for the Provincial organization/clubs (clubs have the option to purchase additional 
insurance from our carrier as deemed necessary by the club) 

                                        
Insurance coverage will commence December 1st ς November 30th of each swimming season/year.     
Clubs will be named on the insurance document along with any additional insurers as required by the club.  Additional 
insurers will be named as in the previous year unless directed otherwise by the club.  Requests for additional insurers 
through the year must be directed to the Swim Ontario office who will forward the request to the Ins. Carrier for 
approval and naming of the additional insurers on the insurance document.  This document will be forwarded to the 
club along with a copy filed in the Swim Ontario office.  
 
Clubs are encouraged to have their own Accident report forms.  These forms should be completed in full and 
forwarded to the Swim Ontario office as expeditiously as possible after each incident.  Any club wishing to travel 
outside of the Province/County must submit a Permission to Travel form to the Swim Ontario office at least one week 
prior to departure for approval and acknowledgement.   Additional insurance coverage may be purchased at this 
time; however, additional insurance must be purchased for all members travelling. 
 
Responsibility     Action 

Finance Committee Annually review aspects of the procedure to minimize 
exposure to risk 

Staff Update information on a regular basis.   

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: ORGANIZATION ς RISK MANAGEMENT PROCEDURE # O-002-05 

RESPONSBILITY: EXECUTIVE DIRECTOR   

SUBJECT: APPEALS PROCEDURE EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

In accordance with Swim Ontario Bylaw#1 Section 6.06 (i), (iv) and Bylaw #2, Swim Ontario will utilize the 
following appeals procedure in dealing with matters of appeal and dispute with Swim Ontario..  

APPEALS POLICY 
Definitions 

«SO» means the body duly incorporated under the name Swim Ontario and any members of Swim 
Ontario as well as all individuals engaged in activities with or employed by Swim Ontario including but not 
limited to, athletes, coaches, officials, volunteers, directors, officers, team managers, team captains, 
medical and paramedical personnel, administrators and employees (including contract personnel). 
 
«Appellant» refers to the member appealing a decision and «Respondent» refers to the individual or 
body whose decision is being appealed. 
 
«Days» means days irrespective of weekend or holidays. 
 
«ED» means, Executive Director or a substitute as appointed from time to time by the board of directors 
of SO. 
 
«Panel» shall be deemed to be the Appeal Committee.  
 
SCOPE OF APPEAL 

1. Any member of Swim Ontario who is directly affected by a decision of the Board of Directors or 
of any body or individual who has been delegated or given authority to make decisions on behalf 
of the Board of Directors shall have the right to appeal that decision, provided there are 
sufficient grounds for the appeal as set out in Section 8 of this Policy. 

2. This Policy shall not apply to: 
i) matters relating to the rules of swimming, which may not be appealed; 
ii) matters relating to international competitions in Canada but not governed by  SNC such 

as the Olympic Games, Pan American Games, World Championships and similar events 
governed by other international organizations; 

iii) matters of employment unless otherwise stated; 
iv) matters of budgeting and budget implementation; 
v) matters of operational structure and staffing. 

 
 
TIMING OF APPEAL 

1. Members who wish to appeal a decision shall have 21 days from the date on which they received 
notice of the decision, to deliver a written Notice of Appeal to the ED. 

2. Notice of Appeal shall contain the following information:  

i) ŀǇǇŜƭƭŀƴǘΩǎ ƴŀƳŜ ŀƴŘ ŀŘŘǊŜǎǎΤ 
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ii) date the appellant was advised of the decision being appealed; 
iii) name of the individual who communicated the decision to the Appellant; 
iv) ŀǇǇŜƭƭŀƴǘΩǎ ǎǘŀǘǳǎΤ 
v) copy of decision being appealed or description of decision if written document is not 

available; 
 
5. Each Appeal must be accompanied by a $150.00 deposit, refundable in the case of a successful 

appeal. 

6. Notices may be delivered in person to the ED, or delivered by fax, courier, special delivery, or in 
person to the Swim Ontario office. 

7. Any party wishing to initiate an appeal beyond the 21grace period must provide a written 
request stating reasons for an exemption to the requirement. The decision to allow, or not allow 
an appeal outside the 21 day period shall be at the sole discretion of the ED. 

GROUNDS FOR APPEAL 
 
A decision cannot be appealed on its facts alone. An appeal may be heard only if the appeal on its face 
discloses sufficient grounds for the appeal. In order for an appeal to demonstrate sufficient grounds for 
appeal, it must allege that the respondent did one or more of the following:  

i) made a decision for which it did not have authority or jurisdiction as set out in Swim 
hƴǘŀǊƛƻΩǎ ƎƻǾŜǊƴƛƴƎ ŘƻŎǳƳŜƴǘǎΣ ǊǳƭŜǎ ŀƴŘ ǇƻƭƛŎƛŜǎΤ 

ii) failed to follow procedures as laid out in the bylaws or approved policies of Swim 
Ontario; 

iii) made a decision which was influenced by bias, which is defined as a lack of neutrality to 
such an extent that the decision-maker is unable to consider other views; 

iv) exercised its discretion for an improper purpose; 
v) made a decision for which there is no supporting evidence; 
vi) made a decision which was grossly unreasonable. 

With respect to grounds of appeal iii) and vi) above, the appellant must establish that he or she was 
prejudiced because of the matter complained of under that ground of appeal, or that the matter 
complained of had, or may reasonably have had, or had it been known by the decision maker may 
reasonably have had, a material effect on the decision maker whose decision is under appeal. 
 
APPEALS PANEL 

The appeals Panel shall be established as follows: 
 

i) The Panel shall be comprised of three individuals who shall have no significant 
relationship with the affected parties and shall have no involvement with the decision 
being appealed, and shall be free from any other actual or perceived bias or conflict; 

ii) The Appellant shall be given the opportunity to recommend a peer member on the 
Panel, provided that member satisfies criterion i) above; 

iii) Should the Appellant not recommend the Panel member as set out in ii) above within 5 
days, the ED shall appoint the peer member of the Panel 

iv) The Appeals Panel shall select from themselves a Chairperson 
 
SCREENING OF APPEAL 

Within 5 days of its appointment, the Appeals Panel shall review the Notice of Appeal and reasons for the appeal. 
If the Appeals Panel is of the view that the Notice of Appeal and reasons stated therein for the appeal do not on 
their face appear to set forth sufficient grounds for an appeal, the Appeals Panel shall so advise the appellant and 
provide the appellant with an opportunity to demonstrate that the Notice of Appeal and reasons for the appeal do 
in fact on their face show sufficient grounds for an appeal. The respondent shall also be advised by the Appeals 
Panel of this process and given the opportunity to make submissions to the Appeals Panel on this issue as well. If 
and only if, the Appeals Panel is of the unanimous opinion that it is patent and obvious from what is contained in 
the Notice of Appeal that, notwithstanding the submissions of the appellant, there are not sufficient grounds for 
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an appeal and the appeal cannot possibly succeed even if the allegations contained in the Notice of Appeal are 
accepted as true and accurate, the appeal shall be dismissed by the Appeals Panel. The decision of the Appeals 
Panel shall be final and binding and not subject to further review or arbitration and may not be appealed. 
 
If the Appeals Panel is satisfied that there are not sufficient grounds for an appeal, it shall notify the appellant of 
this decision in writing, stating reasons. If the Appeals Panel is satisfied that there are sufficient grounds for an 
appeal, it shall conduct a Hearing. 
 
PRELIMINARY CONFERENCE 

The Panel may determine that the circumstances of the dispute warrant a preliminary conference :  
 

i) The matters which may be considered at a preliminary conference include date and location of 
hearing, timelines for exchange of documents, format for the appeal, clarification of issues in 
dispute, any procedural matter, order and procedure of hearing, remedies being sought, 
identification of witnesses, and any other matter which may assist in expediting the appeal 
proceedings. 

ii) The Panel may delegate to its Chairperson the authority to deal with these preliminary matters. 
 
PROCEDURE FOR THE APPEAL 

If the Appeals Panel conducts a Hearing, the Panel shall govern the appeal by such procedures as it deems 
appropriate, provided that:  
 

i) ¢ƘŜ IŜŀǊƛƴƎ ǎƘŀƭƭ ōŜ ƘŜƭŘ ǿƛǘƘƛƴ нм Řŀȅǎ ƻŦ ǘƘŜ tŀƴŜƭΩǎ ŀǇǇƻƛƴǘƳŜƴǘΤ 
ii) The appellant and respondent shall be given 14 days written notice of the date, time and place of 

the appeal hearing; 
iii) A quorum shall be all three Panel members; 
iv) In the case that a Panel member shall die, or refuse to act, or become incapable of acting as a 

Panel member before the actual Hearing of the appeal has commenced, the party (appellant or 
respondent) who appointed such Panel member shall forth with thereafter appoint a 
replacement Panel member to be the Panel member in the place and stead of the Panel member 
who has died, or refused to act or become incapable of acting, and if the Panel member in 
question is the Panel member who was appointed by the respective Panel members appointed 
by the parties, the two Panel members appointed by the parties shall appoint the replacement 
Panel member. In the case that a Panel member shall die, or refuse to act, or become incapable 
of acting as a Panel member after the actual Hearing of the Appeal has commenced, the Hearing 
and Appeal shall be completed by the Panel members remaining and the Panel members 
remaining shall have full authority to complete and finally dispose of the appeal. In that case a 
quorum shall be the number of Panel members remaining; 

v) Decisions shall be by majority vote, where the Chairperson carries a vote; 
vi) Copies of any written documents which any of the Parties would like the Panel to consider shall 

be provided to the Panel, and to all other parties, at least 5 days in advance of the hearing. 
Written documents shall not otherwise be received and considered by the Appeals Panel unless 
with the consent of all parties, or in the event the Appeals Panel determines it just and equitable 
to do so; 

vii) Both the appellant and respondent may be accompanied by a representative or adviser, 
including legal counsel; 

viii) The Appeals Panel may request that any other individual participate and give evidence at the 
Hearing; 

ix) The Appeals Panel may shorten any of the time periods provided for relative to the Hearing, 
having particular regard to the timing of any event or circumstance that is imminent and once 
passed will render the appeal of no practical consequence; 

x) The Appeals Panel may, at any stage of the appeal but not after the hearing has been completed, 
order that any other member be added as a party to the appeal, whose presence as a party is 
necessary to enable the Appeals Panel to determine effectively and completely the issues raised 
by the appeal, and any member so added shall have all the same rights as a respondent to the 
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appeal except to the extent such may reasonably be abridged by the Appeals Panel having regard 
to the timing of the order adding the member. The Appeals Panel may delegate to its 
Chairperson the authority to deal with the issue of adding a party to the appeal and other related 
issues thereto as provided herein; 

xi) Any party to the Appeal (the appellant, respondent, or an added party) shall be entitled to 
address the Appeals Panel in either English or French and shall so notify the Appeals Panel of the 
language intended to be used so that appropriate translation services, if necessary, can be 
arranged. Should a party to the appeal wish to provide evidence, oral or written, from a witness 
that party shall be responsible for the costs for any translation services necessary for that 
witness; 

xii) The Appeals Panel may allow as evidence at the hearing, subject to the disclosure requirements 
provided for herein, any oral evidence and any document or thing relevant to the subject matter 
of the appeal, but the Appeals Panel may exclude any such evidence that is unduly repetitious; 

xiii) The onus shall be on the appellant to establish on the balance of probabilities any factual basis 
for the appeal, and the grounds of appeal themselves; 

xiv) The Appeals Panel may conduct such preliminary meetings (by conference call, videoconference 
or in person) with the parties as it deems appropriate to expedite the actual hearing of the 
appeal. 

 
In order to keep costs to a reasonable level the Panel may conduct the appeal by means of a telephone or 
videoconference. 
 
APPEAL DECISION 

Within 7 days of concluding the appeal, the Panel shall issue its written decision, with reasons. In making this 
decision, the Panel shall have no greater authority than that of the original decision-maker. The Panel may decide:  
 

i) To confirm the decision and dismiss the appeal; 
ii) To void the decision and refer the matter back to the initial decision-maker for a new decision; 
iii) To vary the decision where it is found that an error occurred and such an error cannot be 

corrected by the original decision-maker for reasons which include, but are not limited to, lack of 
clear procedure, lack of time, or lack of neutrality; and 

iv) To determine how costs of the appeal shall be allocated excluding the legal costs and legal 
disbursements, if at all. 

A copy of the decision shall be provided to all Parties and to the ED.  The decision of the Appeals Panel shall be 
final and binding on all parties. 
 
TIMELINES 

If the circumstances of the appeal, or if circumstances beyond or outside of the appeal, are such that this Policy 
will not allow a timely appeal or timely appeal decision, the Panel may direct that these timelines be abridged. If 
the circumstances of the appeal, or if circumstances beyond or outside of the appeal, are such that the appeal 
cannot be concluded within the timelines dictated in this Policy, the Panel may direct that these timelines be 
extended. The Panel may delegate this authority to abridge or extend the timelines to the Chairperson as provided 
for in paragraph 13 ii) above; 
 
DOCUMENTARY APPEAL 
 
Any Party to the appeal may request that the Panel conduct the appeal by way of documentary evidence. The 
Panel may seek agreement from the other Parties to proceed in this fashion. If agreement is not forthcoming, the 
Panel shall decide whether the appeal shall proceed by way of documentary evidence or in-person hearing. 
 
ARBITRATION 
 
All differences or disputes shall first be submitted to appeal pursuant to the appeal process set out in this Policy. 
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If any party believes the Appeal Panel has made an error such as those described in paragraph 8 of this Policy, that 
party may refer any dispute, other than those related to the AAP, to independent arbitration through the Sport 
Dispute Resolution Centre of Canada (SRDCC) provided the party does so within the prescribed timeline as set out 
by the SRDCC The matters that can be considered by arbitration and the terms under which the arbitration can be 
conducted will be determined by the SRDCC. 
 
 
LOCATION AND JURISDICTION 
 

1. Any appeal shall take place in Ottawa unless held by way of telephone conference call or held 
elsewhere as may be decided by the Panel as a preliminary matter. 

2. This policy shall be governed and construed in accordance with the laws of the Province of 
Ontario although the appeal takes place in any other province. 

3. No action or legal proceeding shall be commenced against Swim Ontario in respect of a dispute, 
unless Swim Ontario has refused or failed to abide by the provisions for appeal and/or arbitration 
of the dispute, as set out in this policy. 

 

Responsibility     Action 

Appellant To consider the procedures and apply them 
accordingly 

ED To provide an environment which supports the 
procedures listed above 

Counsel Coordinate and follow the procedures listed above 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: ORGANIZATION ς RISK MANAGEMENT PROCEDURE # O-002-06 

RESPONSIBILITY: EXECUTIVE DIRECTOR   

SUBJECT: DISPUTE & DISCIPLINE PROCEDURE EFFECTIVE January 2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

In accordance with Swim Ontario Bylaw#1 Section 6.06 (i), (iv) and Bylaw #2, Swim Ontario will utilize the 
following dispute procedure in dealing with matters of appeal and dispute with Swim Ontario.  

DISPUTE POLICY 
Definitions 

For purposes of this Policy:  

«ED» means Executive Director or a substitute as appointed from time to time by the board of directors of 
Swim Ontario; 

«Days» means days irrespective of weekend or holidays; 

«SO» means the body duly incorporated under the name Swim Ontario and any members of Swim 
Ontario as well as all individuals engaged in activities with or employed by Swim Ontario including but not 
limited to, athletes, coaches, officials, volunteers, directors, officers, team managers, team captains, 
medical and paramedical personnel, administrators and employees (including contract personnel); 

«Code of Conduct» means any document, signed or to be signed by any athlete under the Swim Ontario 
Athletes Agreement; 

«Panel» means an arbitrator or three arbitrators as the case may be;  

«Major and Minor Infractions» means the definition as described in Appendix A and B to this Policy. 

PART ONE 
SCOPE AND APPLICATION OF THE DISPUTE POLICY 

This ǇƻƭƛŎȅ ŀǇǇƭƛŜǎ ǘƻ ŀ ŘƛǎǇǳǘŜ ōŜǘǿŜŜƴ {ǿƛƳ hƴǘŀǊƛƻΩǎ ƳŜƳōŜǊǎƘƛǇΣ ƛǘǎ ǎǘŀŦf and volunteers arising from 
their respective responsibilities and obligations contained in all Swim Ontario Policies, rules and contracts. 

i) Part one of the policy shall apply to major infractions as described in Appendix B;   
ii) Any dispute arising outside of Canada or where there is a critical lack of time shall be governed 

by part two of this policy.  
iii) Any dispute involving a minor infraction shall be governed by part three of this policy. 

 
INITIATION OF COMPLAINTS 

Any complaint must be made in writing with a brief summary of the matter in dispute and sent to the ED.   

 

 

 

 



 

21 

Depending on the nature of the reported complaint, the ED may appoint an independent individual to 
conduct an investigation. If this is the case, the Investigator shall carry out the investigation in a timely 
manner and at the conclusion of the investigation shall submit a written report to the ED. The Investigator 
shall have no power to render any decision against the applicant or the complainant under this Policy. 

 

FORMATION OF THE PANEL 

Within 14 days of having received the written complaint or within 14 days of receiving the written report 
of the Investigator if any investigation was carried out, the ED shall establish a Hearing Panel (the 
«Panel») and select the Panel. 
 
NUMBER OF ARBITRATORS 

The Panel shall be composed of a sole arbitrator where:  
 

i) The parties so agree; 
ii) The ED determines that a sole arbitrator is warranted, taking into account the 

complexity of the dispute; or 
iii) The statutes, regulations or other applicable rules so require. 

In the case where the Panel is composed of a sole arbitrator, the ED shall select the said arbitrator. 
 
OR 
 
The Panel shall be composed of a three arbitrators Panel where:  
 

i) The parties so agree; or 
ii) The ED determines that three arbitrators are warranted, taking into account the 

complexity of the dispute. 

In the case where the Panel is composed of three arbitrators, they shall be selected according to the 
following: 
 

i) One arbitrator nominated by the ED; 
ii) One arbitrator nominated by the Complainant; and 
iii) The third arbitrator shall be submitted by the ED and subject to approval by the two 

arbitrators already nominated; 
iv) Where the dispute policy applies but is exclusively between two Swim Ontario 

members, the nomination of the arbitrator in paragraph i) above shall be made by the 
other party to the dispute. 

 
Where the Panel is composed of three arbitrators, the Panel shall select a chairperson. 
 
The decision regarding Panel size shall be at the sole discretion of the ED and may not be appealed. 
 
INDEPENDENCE AND QUALIFICATIONS OF PANEL 

Every arbitrator shall be independent of the parties and shall immediately disclose any circumstances 
likely to affect their independence; 
 
No arbitrator shall have a conflict of interest with respect to the dispute before the Panel. 
 
NOTICE TO THE PARTIES 

Within 5 days of the formation of the Panel, the ED shall advise the parties and transfer the file to the 
Panel. 
 
 



 

22 

PRE-HEARING CONFERENCE 

The Panel may call the parties to a pre-hearing conference if it is considered useful and the circumstances 
of the case allow it. In most cases, the pre-hearing conference shall be conducted by telephone. 

Purpose 
The purpose of the pre-hearing conference is: 
 

i) to define the questions to be dealt with at the hearing; 
ii) to assess the advisability of clarifying and specifying the claims of the parties and the conclusions 

sought; 
iii) to ensure that all documentary evidence is exchanged by the parties; 
iv) to plan the conduct of the proceedings and the evidence to be presented at the hearing; 
v) to examine the possibility for the parties to admit certain facts or to prove them by means of 

sworn statements; 
vi) to examine any other question likely to simplify or accelerate the conduct of the hearing. 

 
Minutes 
Minutes of the pre-hearing conference shall be drawn up and signed by the parties and by the Panel who 
called the parties to the conference. 
 
Agreements and decisions recorded in the minutes shall, as far as they may apply, govern the conduct of 
the proceeding, unless the Panel, when hearing the matter, permits derogation there from to prevent an 
injustice. 
 
Hearing 
The Panel determines that an oral hearing or documentary hearing is warranted. 
 
Oral hearing 
The Panel shall, so far as is possible, facilitate the holding of a Hearing at a date and time when the parties 
and their witnesses, if any, are able to attend without unduly disrupting their usual occupations. 
 
The Hearing shall be held within 21 days of the Notice to the Parties by the ED. 
 
Notice by the Panel 
Notice shall be sent by the Panel to the parties within 10 days before the hearing stating: 

1) the purpose, date, time and place of the Hearing; 
2) that the parties have the right to be assisted or represented, and listing the persons duly 

authorized  to assist or represent a party before the Panel; 
3) that the Panel has the authority to proceed, without further delay or notice, despite the 

failure of a party to appear at the time and place fixed if no valid excuse is provided. 
 
Publication Ban 
The Panel may, of its own initiative or on an application by a party, ban or restrict the disclosure, 
publication or dissemination of any information or documents it indicates, where necessary to maintain 
public order or where the confidential nature of the information or documents requires the prohibition or 
restriction to ensure the proper administration of natural justice. 
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Examination 
Any party may examine and cross-examine witnesses to the extent necessary to ensure a fair process. 
 
Witnesses 
A witness may not refuse, without valid reason, to answer a question legally put to him by the Panel or by 
the parties. 
 
Adjournment 
The Panel may adjourn the Hearing, on the conditions it determines, if it is of the opinion that the 
adjournment will not cause unreasonable delay in the proceeding or a denial of justice, in particular, for 
the purpose of fostering an amicable settlement. 
 
Continuance of Hearing 
Where a sole arbitrator is unable to continue a Hearing, another arbitrator designated by the ED shall 
continue the Hearing and, in the case of oral evidence already produced, rely on the notes and minutes of 
the Hearing or on the stenographer's notes or the recording of the Hearing, if any. 
 
The same rule also applies to the Panel except for the nomination of the arbitrators, which shall be 
governed accordingly. 
 
Documentary Hearing 
!ƭƭ ǇŀǊǘƛŜǎ ŀǊŜ ƎƛǾŜƴ ŀ ǊŜŀǎƻƴŀōƭŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǊŜǾƛŜǿ ǘƘŜ LƴǾŜǎǘƛƎŀǘƻǊΩǎ ǊŜǇƻǊǘ ǿƘŜǊŜ ŀƴ ƛƴǾŜǎǘƛƎŀǘƛƻƴ 
was carried out; to provide written submissions to the Panel; to review the written submissions of the 
other parties; to provide written rebuttal; and to provide written arguments. 
 
EVIDENCE 

Grounds of law or fact 
Each party may plead any ground of law or fact relevant to the determination of his rights and obligations. 
 
Refusal of evidence 
The Panel may refuse to admit any evidence that is not relevant or that is not of a nature likely to further 
the interests of justice. 
 
Judicial notice 
The Panel shall take judicial notice of facts that are generally recognized and of opinions and information, 
which fall within its area of expertise. 
 
Evidence 
No evidence may be relied on by the Panel in making its decision unless the parties have been given an 
opportunity to comment on the substance of the evidence or to refute it. 
 
DECISION 

Decision 
Where a matter is heard by more than one arbitrator, it shall be decided by a majority of the arbitrators 
who have heard it. If any arbitrator dissents, the grounds for his dissent must be recorded in the decision. 
 
Advisement 
In any matter of whatever nature, the decision must be given within 14 days after being taken under 
advisement, unless, for a valid reason, the ED has granted an extension in writing. 
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Withdrawal 
Where the Panel seized of a matter fails to give a decision within the above mentioned time frame or, as 
the case may be, within such additional time as has been granted, the ED may, on his own initiative or on 
an application by a party, withdraw the matter from said Panel. 
 
Extension or withdrawal 
Before granting an extension or withdrawing a matter from a Panel who has failed to give its decision 
within the required time, the ED shall take account of the circumstances and of the interests of the 
parties. 
 
Order 
Any order made by the Panel in the course of a proceeding for a Hearing to be held in camera or banning 
disclosure, publication or dissemination of documents or information shall be stated expressly in the 
decision. 
 
Copy 
A copy of the decision shall be sent by the Panel to each of the parties and to any other person specified 
by law. 
 
 
 
Clerical errors 
A decision containing an error in writing or in calculation or any other clerical error may be corrected, in 
the record and without further formality, by the Panel that rendered the decision. 

Any decision of the Panel is operative according to the terms and conditions stated therein provided the 
parties have received a copy of the decision or have otherwise been advised of it. 

The Panel may decide:  
 

i) To uphold the complaint; 
ii) To deny the complaint; 
iii) To design a remedy that, in the opinion of the Panel, will resolve the dispute; 
iv) To determine how costs of the hearing, excluding legal fees and legal disbursements of 

any of the parties, shall be allocated, if at all. 
 
The decision may include an order of specific performance, and/or a written reprimand and/or removal of 
certain privileges, including the right to compete, train, coach, manage or provide team support for the 
Provincial Team; suspension from the Provincial Team whether for specified events or for a specified 
period of time; dismissal from the Provincial Team, termination of the Athlete Agreement; any other 
sanction which the Panel considers appropriate in the circumstances. 
 
If a party believes the decision of the Panel rendered pursuant to this section of the Policy has violated 
the rule of natural justice, the decision of the Panel may be appealed according to the appeals policy. 
 
TIMELINES 

If the circumstances of a complaint or a dispute are such that this Policy will not allow a timely resolution 
of the matter, or if the circumstances of a complaint or a dispute are such that the matter cannot be 
resolved within the timelines dictated in this Policy, the Panel may direct that these timelines be revised 
by the ED. 
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LOCATION 

The Hearing shall take place in the location designated by the ED, unless the Panel decides the Hearing is 
to be held by way of telephone conference or unless, at the specific request of a party, a different location 
is mandated by the Panel as a preliminary matter. 

PART TWO 
DISPUTES ARISING OUTSIDE CANADA AND WHERE THERE IS A CRITICAL LACK OF TIME 

Any dispute between {ǿƛƳ hƴǘŀǊƛƻΩǎ ƳŜƳōŜǊǎƘƛǇ ŀǊƛǎƛƴƎ ƻǳǘǎƛŘŜ ƻŦ /ŀƴŀŘŀ ŀƴŘ ǿƘŜǊŜ ǘƘŜǊŜ ƛǎ ŀ ŎǊƛǘƛŎŀƭ 
lack of time resulting from a breach of Swim Ontario policies, rules and contracts shall be governed by 
these provisions. 
 
The term «outside Canada» shall mean any period of time where the Swim Ontario member is out of 
Canada under the auspices of Swim Ontario, including traveling to competitive events, participating in or 
training for such events and traveling home after the events. 
 
FORMATION OF THE PANEL 

The ad hoc Panel shall be comprised of the following three persons: Swim Ontario Head Coach or his 
representative, the Team Manager or his representative and the Team Captain or his representative. 

Notwithstanding any other process or procedure contained in this Policy, nothing shall prevent the Panel 
from assuming jurisdiction when the complaint, dispute or the breach of any policy, rules or contract 
arises outside Canada and when there is a critical lack of time to respond to a complaint or the breach and 
to impose, in a reasonable and fair manner, sanctions or disciplinary action against a Swim Ontario 
member. 
 
Any sanction, discipline or remedy imposed upon the Swim Ontario member by the Panel shall:  
 

i) be consistent with paragraph 44 of the Policy; 
ii) be reasonable and proportionate to the conduct complained of after reasonably 

ƛƴǾŜǎǘƛƎŀǘƛƴƎ ǘƘŜ ƳŀǘǘŜǊ ŀƴŘ ƘŜŀǊƛƴƎ ǘƘŜ {ǿƛƳ hƴǘŀǊƛƻ ƳŜƳōŜǊΩǎ ǾŜǊǎƛƻƴ ƻŦ ŜǾŜƴǘǎ ƛƴ ŀ 
procedurally fair manner; 

iii) where a decision is made by the Panel that results in the removal of a Swim Ontario 
member from a competition, such a decision may only be implemented by the Panel 
after the ad hoc Panel consults and obtains written approval from the ED and the 
President of Swim Ontario or their representatives.  The Swim Ontario member shall 
have the right to request a meeting with the ED and the President before such a decision 
be rendered. 

 

The decision of the Panel shall be binding on all parties. Failure by a Swim Ontario member to comply with 
a decision and remedy properly imposed by the Panel shall result in an automatic suspension of all the 
{ǿƛƳ hƴǘŀǊƛƻ ƳŜƳōŜǊΩǎ ǇǊƛǾƛƭŜƎŜǎ ŀƴŘ ǘƘŜǊŜ ǎƘŀƭƭ ōŜ ƴƻ ŦǳǊǘƘŜǊ ǊƛƎƘǘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ŀǘ ǎǳŎƘ ŜǾŜƴǘ ƻǊ 
competition, until such time as the sanctions, discipline or other remedies are complied with. 
 

 Where a dispute is of a highly sensitive nature, Swim Ontario shall keep all proceedings under Part Two of 
this Policy confidential, except where disclosure is directed by the Panel as part of the remedy to resolve 
the dispute, is required by law, by order of a court of comǇŜǘŜƴǘ ƧǳǊƛǎŘƛŎǘƛƻƴΣ ǇǳǊǎǳŀƴǘ ǘƻ /ŀƴŀŘŀΩǎ 5ƻǇƛƴƎ 
Policy or is in the best interests of the public. 
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If a party believes the decision of the Panel rendered pursuant to this section of the Policy has violated 
the rule of natural justice, the decision of the Panel may be appealed according to the Appeals Policy. 

PART THREE 
DISPUTES INVOLVING MINOR INFRACTIONS 

APPLICATION 

This Part Three applies to minor infractions which may arise during the course of all Swim Ontario 
business, activities and events, including but not limited to, swim meets, training camps, meetings and 
travel associated with these activities. 
 
Disciplinary matters arising within the business, activities or events of provincial/territorial swimming 
associations, clubs, or affiliated organizations of Swim Ontario shall be dealt with using the discipline 
policies and mechanisms of such organizations. 
 
DISCIPLINARY PROCEDURES 

!ƭƭ ŘƛǎŎƛǇƭƛƴŀǊȅ ǎƛǘǳŀǘƛƻƴǎ ƛƴǾƻƭǾƛƴƎ ƳƛƴƻǊ ƛƴŦǊŀŎǘƛƻƴǎ ŘŜŦƛƴŜŘ ƛƴ ŀǇǇŜƴŘƛȄ ά!έ ŀƴŘ ƻŎŎǳǊǊƛƴƎ ǿƛǘƘƛƴ ǘƘŜ 
jurisdiction of Swim Ontario shall be dealt with by the appropriate person having authority over the 
situation and the individual involved (this person may include, but is not restricted to, a board member, 
committee arbitrator, swim meet chairperson, official, coach, team manager, team captain or head of 
delegation). 
 
Procedures for dealing with minor infractions shall be informal as compared to Part One and shall be 
determined at the discretion of the person responsible for discipline of such infractions, provided the 
individual being disciplined is told the nature of the infraction and has an opportunity to provide 
information concerning the incident. 
 
The following disciplinary sanctions may be applied, singularly or in combination, for minor infractions:  

i) verbal reprimand; 
ii) ǿǊƛǘǘŜƴ ǊŜǇǊƛƳŀƴŘ ǘƻ ōŜ ǇƭŀŎŜŘ ƛƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŦƛƭŜΤ 
iii) verbal apology; 
iv) hand-delivered written apology; 
v) team service or other voluntary contribution to Swim Ontario. 

 
Minor infractions shall be recorded by the ED using the Incident Report from AppendƛȄ ά/έ ǘƻ ǘƘƛǎ tƻƭƛŎȅΦ 
Repeat minor offences may result in a further such incident being referred to as a major infraction. 
 
If a party believes the decision of the person having taken the decision has violated the rule of natural 
justice, the decision may be appealed according to the Appeals Policy. 

APPENDIX A 
EXAMPLES OF MINOR INFRACTIONS 

¶ a single incident of disrespectful, offensive, abusive, racist or sexist comments or behaviour 
directed towards others, including but not limited to peers, opponents, athletes, coaches, 
officials, administrators, spectators and sponsors; 

¶ a single incident of being absent from Swim Ontario events and activities at which attendance is 
expected or required; 

¶ non-compliance with the rules and regulations under which Swim Ontario events are conducted, 
whether at the local, provincial, national or international level. 
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APPENDIX B 
EXAMPLES OF MAJOR INFRACTIONS 

¶ repeated incidents of disrespectful, offensive, abusive, racist or sexist comments or behaviour 
directed towards others, including but not limited to peers, opponents, athletes, coaches, 
officials, administrators, spectators and sponsors; 

¶ repeated incidents of being late for or absent from Swim Ontario events and activities at which 
attendance is expected or required; 

¶ activities or behaviour which interfere with a competition or with any athlete's preparation for a 
competition; 

¶ Hazing, pranks, jokes or other activities, which may be construed as harassing, abusive, 
humiliating; or having the potential to endanger the safety of others. This would include coercive 
activities such as pressure to participate in a specific initiation rite and shall include acts of both 
physical and psychological nature. 

¶ deliberate disregard for the rules and regulations under which Swim Ontario events are 
conducted, whether at the local, provincial, national or international level; 

¶ abusive use of alcohol where abuse means a level of consumption which impairs the individual's 
ability to speak, walk or drive; causes the individual to behave in a disruptive manner; or 
interferes with the individual's ability to perform effectively and safely; 

¶ any use of alcohol by athletes under the age of 18 or where prohibited by law; 

¶ use of illicit drugs and narcotics; 

¶ use of banned performance enhancing drugs or methods. 
 
 
 
 
 

Responsibility     Action 

Arbitrator To consider the procedures and apply them 
accordingly 

ED To provide an environment which supports the 
procedures listed above 

Counsel Coordinate and follow the procedures listed above 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: ORGANIZATION ς PERSONAL INFORMATION 
PROTECTION 

PROCEDURE # O-003-01 

RESPONSIBILITY: COMMUNICATIONS COMMITTEE   

SUBJECT: PERSONAL INFORMATION PROTECTION EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

Although the distribution of personal information is required within the sport the care and treatment of 
information should be kept as secure as possible. 

Procedure 
At the beginning of each swim season, swim clubs are required to obtain and keep on file a signed copy of 
the άŦŀƳƛƭȅ tLt95! ŦƻǊƳέ όŦƻǳƴŘ ƻƴ {ǿƛƳ hƴǘŀǊƛƻΩǎ ǿŜōǎƛǘŜύ 
http://www.swimontario.com/userfiles/file/Family%20Pipeda%20Form.pdf  
 
A signed copy of the ά/ƭǳō /ƻƳǇƭƛŀƴŎŜ tLt95! ŦƻǊƳέ όŦƻǳƴŘ ƻƴ {ǿƛƳ hƴǘŀǊƛƻΩǎ ǿŜōǎƛǘŜ) 
http://www.swimontario.com/userfiles/file/Club%20Services/forms/Club%20PIPEDA%20Compliance%20
Form.doc 
must be submitted to Swim Ontario by October 15th of each year, to be kept on file.  Neglect to do so, 
Ƴŀȅ ŀŦŦŜŎǘ ǘƘŜ ŎƭǳōΩǎ ŀōƛƭƛǘȅ ǘƻ ǊŜŎŜƛǾŜ ΨǎŀƴŎǘƛƻƴΩ ǎǘŀǘǳǎ ŦƻǊ ǳǇŎƻƳƛƴƎ ƳŜŜǘǎΦ   
 
Withdrawal of consent for the use of personal information must be received immediately in writing by the 
Executive Director of Swim Ontario. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility     Action 

Clubs 

 

¶ Retain signed family PIPEDA forms in 
secure location 

¶ Submit signed Club Compliance form to 
Swim Ontario 

Staff (Administrative Assistant) Retain and record all submitted forms. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

http://www.swimontario.com/userfiles/file/Family%20Pipeda%20Form.pdf
http://www.swimontario.com/userfiles/file/Club%20Services/forms/Club%20PIPEDA%20Compliance%20Form.doc
http://www.swimontario.com/userfiles/file/Club%20Services/forms/Club%20PIPEDA%20Compliance%20Form.doc
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PROCEDURE MANUAL 

 

POLICY SECTION: MEMBERSHIP ς MEMBERSHIP PROCEDURE # M-001-01 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: FEE INCREASES - MEMBERSHIP EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

In the spirit of openness and fair-warning, members should not be expected to provide feedback on a 
subject as important as fee increases without due notice. 

 

Procedure 
 
As per By-law 6.06(3), the Board of Directors determines the membership fees.  It is not voted upon by 
the entire membership.   
 
In the interest of collaboration and cooperation, Swim Ontario will endeavour to integrate and align our 
membership infrastructure with our NSO where possible.  
 
That all proposed changes in membership fees shall be provided to the membership prior to July 1st, for 
upcoming member season beginning September 1st. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Responsibility      Action 

Finance Committee Provides recommendation to Full Board seeking 
support. 

Full Board Provides recommendation to staff to communicate 
proposed changes with enough time to achieve the 
required notification. 

Staff Communicates proposal to all members 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: MEMBERSHIP - MEMBERSHIP PROCEDURE # M-001-02 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: MEMBERS (ALL CLASSES) IN FINANCIAL DEFAULT EFFECTIVE 
January 

1997 

AUTHORIZED BY: Board Of Directors REVISED 
OCTOBER 

1999 

Policy Support 
This procedure will begin to ensure equal onus.  Clubs are responsible for upholding their dues and for supporting the 
financial obligations of the organization.  Non-payment benefits no one and this procedure will ensure that clubs do 
not take advantage of the relationship with Swim Ontario to default on their obligations. 

Procedure 

All club organizations must participate in the prompt payment of all outstanding accounts (information and monies).  
Swim Ontario will maintain a posture of financial penalties without tolerance for clubs in default of their obligations.   

Definition: 

¢ƘŜ ƳŜƳōŜǊ ƛǎ ƛƴ άCƛƴŀƴŎƛŀƭ 5ŜŦŀǳƭǘέ ǿƘŜƴΥ 

Member has an outstanding account ς any debt, including Gold Bonus, owed by a member longer than 30 days, after 
the issue of an invoice by Swim Ontario.  

Process 

1. WƘŜƴ ŀ ƳŜƳōŜǊ ƛǎ ƛƴ άCƛƴŀƴŎƛŀƭ 5ŜŦŀǳƭǘέΣ {ǿƛƳ hƴǘŀǊƛƻ ǿƛƭƭ ŀŘƘŜǊŜ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇǊƻƎǊŜǎǎƛǾŜ ǇǊƻŎŜŘǳǊŜΥ 
A) No additional credit is to be granted the member. 
B) When an account payable is outstanding for 30 days or more, a reminder is forwarded to the organization.  

No further Competition Sanctions will be granted.  
C) Previously granted Competition Sanctions will be withdrawn immediately.  Sanctioning Officer, Regional 

Director, in the appropriate Region, and Competition manager will be notified immediately of the situation. 
D) When an account payable is outstanding for 60 days or more, Swim Ontario staff will review the situation 

and recommend to the Executive Committee of Swim Ontario a course of action.  This may or may not lead 
to full suspension of all member rights and privileges or partial suspension of member rights and privileges.  
Any action taken by Swim Ontario reducing member privileges will be communicated to the member in 
writing of same as per Swim Ontario By-law No. 2. 

E) When an account payable continues to be outstanding beyond 90 days, Swim Ontario staff will notify the 
.ƻŀǊŘ ƻŦ 5ƛǊŜŎǘƻǊǎ ǘƘŀǘ ǘƘŜ ƛŘŜƴǘƛŦƛŜŘ ƳŜƳōŜǊΩǎ ǇǊƛǾƛƭŜƎŜǎ ŀǊŜ Ŧǳƭƭȅ ǎǳǎǇŜƴŘŜŘ ǇŜƴŘƛƴƎ ǘƘŜƛǊ ŀǇǇǊƻǾŀƭΦ  
Steps will be taken by the Board of Swim Ontario to terminate the membership as set out in Swim Ontario 
By-law No. 1 & 2. 

 
Responsibility      Action 

Staff 
 

Notifies club & regional director and follows procedures as 
listed above. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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 PROCEDURE MANUAL 
 

POLICY SECTION: MEMBERSHIP - MEMBERSHIP PROCEDURE # M-001-03 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: SWIMMER REGISTRATION EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

This procedure will begin to ensure equal onus.  Clubs are responsible for upholding their dues and for 
supporting the financial obligations of the organization.  Non-payment benefits no one and this procedure 
will ensure that clubs do not take advantage of the relationship with Swim Ontario to default on their 
obligations. 

Procedure 

All affiliated clubs must register all of their swimmers and coaches as either competitive or non-competitive 
through the Swim Ontario registration process and procedures.  Any unregistered swimmers are not insured under 
ǘƘŜ ά!ŎŎƛŘŜƴǘŀƭ 5ŜŀǘƘ ϧ 5ƛǎƳŜƳōŜǊƳŜƴǘέ ǇƻƭƛŎȅ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ŀƴȅ {ǿƛƳ hƴǘŀǊƛƻ ŀŎǘƛǾƛǘȅ όǘǊŀƛƴƛƴƎΣ ŎƻƳǇŜǘƛǘƛƻƴΣ 
or social) in which the Swim Ontario certificate of insurance binder is submitted.  In addition the club would be 
ŎƻƴǎƛŘŜǊŜŘ ƛƴ Ǿƛƻƭŀǘƛƻƴ ƻŦ {ǿƛƳ hƴǘŀǊƛƻ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜ ŀƴŘ ǘƘŜǊŜŦƻǊŜ ƴƻǘ ōŜ ƛƴǎǳǊŜŘ ǳƴŘŜǊ ǘƘŜ ά/ƻƳƳŜǊŎƛŀƭ 
DŜƴŜǊŀƭ [ƛŀōƛƭƛǘȅέ ŀƴŘ ǘƘŜ ά5ƛǊŜŎǘƻǊǎ ŀƴŘ hŦŦƛŎŜǊǎέ ƛƴǎǳǊŀƴŎŜ ǇƻƭƛŎƛŜǎ (Club directors would then be placing their 
own personal assets at risk). 

Definitions 

Swim Ontario will utilize the registration system found on SwimMeet.ca and recognizes the following categories. 

Non-Competitive - Introduction 

The Introduction category is aimed as the first entry point for 
ǎǿƛƳƳŜǊǎ млϧ¦ ŀƴŘ ŀǘ ǘƘŜ ά[ŜŀǊƴ ǘƻ ŎƻƳǇŜǘƛǘƛǾŜ ǎǿƛƳέ ƳŀǊƪŜǘΦ  
Swimmers may compete as exhibition in ONE competitive opportunity 
per swimming year.  Their results will be uploaded to the 
swimmeets.ca site.  No other sanctioned events are permitted; no 
regional/interclub competitions or Time-trials are permitted. 

Non-Competitive Fitness 

The Fitness category is targeted for swimmers 11 -17 who wish to 
pursue recreational/fitness ς only.  Swimmers are only allowed to 
compete as exhibition in ONE competition opportunity per swimming 
year.  Their results will be uploaded to the swimmeets.ca site.  No 
other sanctioned events are permitted; no regional/interclub 
competitions or Time-trials are permitted. 

Competitive - Skills 
This is defined as a 10 and under swimmer.  A competitive swimmer 
is allowed to enter any meet for which they qualify.  This category 
has no restrictions. 

Competitive - Development 
This is a 11 to 15 year old swimmer.  A competitive swimmer is 
allowed to enter any meet for which they qualify.  This category has 
no restrictions. 

Competitive - Open 
This is a 16 and over swimmer.  A competitive swimmer is allowed to 
enter any meet for which they qualify.  This category has no 
restrictions. 

Swim Ontario - Varsity  

The (Swim Ontario) Varsity category is targeted for swimmers who 
are academically enrolled and eligible to compete at 
CIS/CEGEP/College-League affiliated competition (CIS Champs, 
Provincial College/CEGEP Championships, CIS Conference meets, 
dual/tri meets between CIS/ CEGEP/College-League teams) and in any 
SNC competition excluding SNC designated competitions; this 
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membership category is valid from September 1 to March 31.  

University Open 

Varsity swimmers wishing to compete in SNC designated competitio ns 
during the varsity year must register in the University Open category, 
this membership is Sept 1 ς March 31.  If a swimmer wishes to 
represent an Age Group club in SNC meets while at school and for the 
remainder of the summer, they must register as Comp etitive Open. 
 

ted Event 
This is a one-time application which can be used for a specific 
swimming event.  The event will be scored and the swimmer can 
place in the meet. 

Coach and Teacher The registration of all coaches and teachers within a club.   

Swim Ontario feels that the breadth of swimmer categories available to clubs is adequate to meet all 
requirements.  Non-competitive swimmers or Varsity swimmers seeking to compete in non-restrictive 
competitions must upgrade their classification.  Clubs must submit signed agreement to register every 
member (swimmers and coaches) of their club with Swim Ontario. 

The cost for each swimmer category will be defined in the previous season and will be separated by, and 
are subject to, ratification by the membership. 

Procedure 
The Finance Committee through the budget process will recommend to the Executive Committee their 
opinion on the forecasted need for changes to swimmer registration fees.  Any change to the fee will be 
presented at the Annual General Meeting.  The changes presented will be for the next swimming season. 

The ratified changes will be entered into the registration system between August 1 and August 31 in 
anticipation of the release of the season registration beginning September 1.  No changes to the fees can 
be made once the season begins. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility      Action 

Finance Committee 
 

Prepare budget forecasts and recommendation for 
changes 

Executive Committee 
 

Support vetted forecast and prepare motion for 
acceptance at upcoming AGM 

General Membership 
 

Accept or reject proposed change 

Staff 
 

Input changes to system through the month of August. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: MEMBERSHIP ς MEMBERSHIP PROCEDURE # M-001-04 

RESPONSIBILITY: SWIMMING DEVELOPMENT COMMITTEE   

SUBJECT: CROSS PROVINCE SWIMMER REGISTRATION EFFECTIVE 30-01-2009 

AUTHORIZED BY: SNC & t{hΩǎ REVISED  

BACKGROUND 
²ƘŜǊŜŀǎ {b/ ǿƛǎƘŜǎ ǘƻ ǎǳǇǇƻǊǘ ōƻǘƘ ǘƘŜ ŎƘƻƛŎŜ ŦƻǊ ŀ ǎǿƛƳƳŜǊΩǎ ǘǊŀƛƴƛƴƎ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŀƴŘ ǇǊƻǾƛƴŎƛŀƭ ƧǳǊƛǎŘƛŎǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ 
membership, it has been deemed appropriate to apply a nation-wide Cross-Province Registration Procedure to govern the 
registration of swimmers from one province to a club in a non-resident province. The National Swimmer Transfer Procedure 
(https://www.swimming.ca/NationalSwimmerTransferPolicy) must be complied with for all potential cross-province swimmer 
registrations involving the transfer of a registered swimmer or 
http://www.swimontario.com/uploads/forms/Affidavit_club.pdfa formerly registered swimmer. 
 

PROCEDURE 
SWIMMING/NATATION CANADA 
National Cross Province Swimmer Registration Procedure 
Cross Province Swimmer Registration Operational Procedure 
This process shall act as a formal mechanism to initiate a swimmer registration with a club from a different provincial 
jurisdiction than their permanent provincial residence. 
 

Process 
1. Swimmers wishing to register or transfer to a club in a different provincial jurisdiction from their permanent residence 

must provide notice of their intent to the national registrar (anicholls@swimming.ca) and the provincial registrar of 
their home residence. 

2. Swimmers wishing to register or transfer to a club in a different provincial jurisdiction must demonstrate that the 
majority of training shall be on-ǎƛǘŜ ǿƛǘƘ ǘƘŜ ƴŜǿ ŎƭǳōΦ !ƴ ŜƳŀƛƭ ŦǊƻƳ ǘƘŜ IŜŀŘ /ƻŀŎƘ ƻŦ ǘƘŜ άǊŜŎŜƛǾƛƴƎ Ŏƭǳōέ ƻǳǘƭƛƴƛƴƎ 
the on-site training expectations to both the national and provincial registrars shall fulfill the requirement. Pending 
successful proof of this requirement, the registration or transfer request shall not be unreasonably withheld.  Please 
note: Swimmers wishing to register or transfer to a satellite program of a club in a different provincial jurisdiction, 
shall only be considered if the satellite program and the root club are within 100km of one another.   

3. Swimmers who cannot demonstrate that the majority of training will be done with the proposed new club will be 
denied the opportunity to register with that club/province.   

4. Age Group swimmers from a geographic location where the closest affiliated SNC club is in a different provincial 
ƧǳǊƛǎŘƛŎǘƛƻƴΤ ŀƴŘ ǿƘŜǊŜ ǘƘŜ ŎƭƻǎŜǎǘ ŀŦŦƛƭƛŀǘŜŘ Ŏƭǳō ƛƴ ǘƘŜ ǎǿƛƳƳŜǊΩǎ ƘƻƳŜ ǇǊƻǾƛƴŎƛŀƭ ƧǳǊƛǎŘƛŎǘƛƻƴ ƛǎ ƎǊŜŀǘŜǊ ǘƘŀƴ млл ƪƳ 
away; may apply to the national registrar for consideration.   

 
This Operational Procedure does not apply to the following situations where specific SNC rules shall govern: 

1. Swimmers competing in the CIS/NCAA. 
2. Swimmers who are Canadian citizens and permanently residing outside of Canada. 
3. National Swimming Centre swimmers. 
4. Masters swimmers 

Responsibility      Action 

Swimmer/Family 
 

Speak with new club registrar 
Notify current club of transfer intent 

New (receiving) Club Transfer Request via SwimMeet.ca 

Old (departing) Club Accept or reject proposed change 

Staff 
 

Assign transfer request process on SwimMeet.ca 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

https://www.swimming.ca/NationalSwimmerTransferPolicy
http://www.swimontario.com/uploads/forms/Affidavit_club.pdfa
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PROCEDURE MANUAL 
 

POLICY SECTION: MEMBERSHP - MEMBERSHIP PROCEDURE # M-001-05 

RESPONSIBILITY: SWIMMING DEVELOPMENT COMMITTEE   

SUBJECT: SWIMMER TRANSFER EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

A swimmer has the right to associate with whatever club they choose.  Although geography plays a 
significant role in the selection of a club so too does coaching, competitive philosophy, cost and so much 
more.   

Procedure 
Swim Ontario accepts the spirit of the Transfer Procedure and Cross Province Registration Procedure put 
forward by Swimming Natation Canada.  However, specific alterations to the policy are included for 
clarification within this province. 

¢ƘŜ ǘǊŀƴǎŦŜǊ ǇǊƻŎŜǎǎ ǎƘŀƭƭ ŀŎǘ ŀǎ ŀ ŦƻǊƳŀƭ ƳŜŎƘŀƴƛǎƳ ǘƻ ǘŜǊƳƛƴŀǘŜ ŀ ǎǿƛƳƳŜǊΩs affiliation with one club 
and to initiate the affiliation with a new club.  A period of reflection (30 days) is associated with the 
process to encourage resolution of any conflicts or issues in the departure.  
 

1. A swimmer may be affiliated with only one club and/or varsity team (a swimmer may be 
affiliated with a varsity team only; or with both a club and varsity team; or with a recognized 
association, club and varsity team; from September 1 to March 31).  

2. A swimmer may represent only one entity at a time.  

3. A swimmer changing clubs at any time in the swimming season (September 1 to August 31) will 
follow the National/SNC and Swim Ontario Swimmer Transfer Procedures.  

4. A swimmer wishing to change clubs must make the request through the Club Registrar of the 
new club.  The Registrar will initiate the transfer process using SwimMeet.ca and the Transfer 
module. 

¶ An email transfer request is automatically sent to the current (releasing) Club and the 
Provincial Swimming Office (PSO).  

5. If the swimmer has no outstanding commitments (financial or other) to that club, the releasing 
club must action the transfer of the swimmer within 5 working days of the receipt of the e-mail 
requesting the transfer. 

6. If the swimmer has outstanding commitments (financial or other) to that club, the releasing club 
may hold up the process for a maximum of 30 days pending a resolution of outstanding matters 
after which time the transfer is automatically processed.  If there are no outstanding matters, the 
club is obliged to release the swimmer. 

7. To acknowledge the transfer the Registrar of the former club will select the ACCEPT command in 
ǘƘŜ ŦƛŜƭŘ ƴŜȄǘ ǘƻ ǘƘŜ ǎǿƛƳƳŜǊΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ¢ǊŀƴǎŦŜǊ aƻŘǳƭŜΦ 

¶ An email acknowledging acceptance is automatically sent to the new (receiving) Club 
and the Provincial Swimming Office (PSO).  

8. A transfer is effective after the date the approval is formally given by the Provincial Section. 

9. On the first transfer in the swimming season (September 1 to August 31), following approval by 
the releasing Club and PSO, the swimmer may represent his/her new club immediately; there is 
no waiting period. 
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10. Swimmers who invoke a second and subsequent transfer within the same swimming season 
(September 1 to August 31), following approval by the PSO, shall begin a 60 day unattached 
status period.  During this period swimmers may not represent any club (score points or swim in 
a relay) and must enter meets as UN-ON (unattached). 

11. The transferring swimmer must have a certified coach in good standing, of a member club in 
good standing, who ǘŀƪŜǎ ƻƴ ǘƘŜ ά/ƻŀŎƘ ƻŦ wŜŎƻǊŘέ ǎǘŀǘǳǎ ŦƻǊ ǘƘŜ ǎǿƛƳƳŜǊ ŘǳǊƛƴƎ ǘƘŜ 
άǳƴŀǘǘŀŎƘŜŘέ ǇŜǊƛƻŘΦ   

¶ ! ŎƻŀŎƘ Ƴŀȅ ƴƻǘ ƘŀǾŜ ƳƻǊŜ ǘƘŀƴ н άǳƴŀǘǘŀŎƘŜŘέ ǎǿƛƳƳŜǊǎ ŀǘ ŀƴȅ ƎƛǾŜƴ ǘƛƳŜ ǳƴƭŜǎǎ 
they are members of the same nuclear family. 

 
Note: Transfers are not required for Varsity Swimmers to their previously affiliated/registered club.  
Transfers do apply to Varsity swimmers transferring to clubs other than their previously 
affiliated/registered club. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Responsibility      Action 

Swimmer/Family 
 

Speak with new club registrar 
Notify current club of transfer intent 

New (receiving) Club Transfer Request via SwimMeet.ca 

Old (departing) Club Accept or reject proposed change 

Staff 
 

Assign transfer request process on SwimMeet.ca 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: MEMBERSHIP ς MEMBERSHIP PROCEDURE # M-001-06 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: MASTERS SWIMMING ONTARIO EFFECTIVE 06-1988 

AUTHORIZED BY: Board Of Directors REVISED  

 

Policy Support 

This procedure will begin to ensure equal onus.  Coaches are responsible for upholding their dues and for 
supporting the financial obligations of the organization.  Non-payment benefits no one, and this 
procedure will ensure that coaches and clubs do not take advantage of the relationship with Swim Ontario 
to default on their obligations. 

 
 
Definition  
 
Swim Ontario and Masters Swimming Ontario (MSO) have common goals and enjoy a special relationship. MSO is a 
άǎŜƭŦ-ŀŘƳƛƴƛǎǘŜǊŜŘέ ƳŜƳōŜǊ ƻŦ {ǿƛƳ hƴǘŀǊƛƻΤ ǘƘŜ ǘŜǊƳǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎ ƻŦ ƛǘǎ ƳŜƳōŜǊǎƘƛǇ ǎƘŀƭƭ ōŜ ŀǎ ŘŜǘŜǊƳƛƴŜŘ 
from time to time by resolution of the Swim Ontario Board of Directors. 
 
 
 
 
PROCEDURE 
 
MSO pays a fee per member no later than December 1, of each swim season to Swim Ontario on an annual basis. 
This enables MSO to sanction and host their own meets; have a seat on the Board of Directors of Swim Ontario; 
and have voting rigƘǘǎ ŀǘ {ǿƛƳ hƴǘŀǊƛƻΩǎ !DaΦ 
 
 
 
 
 
 
 
Responsibility     Action 

The MSO President Notifies Swim Ontario of the number of registered 
athletes as of August 31, in the previous season. 

Senior Admin. Assistant Invoices MSO for the amount set by the Board of 
Directors from time to time. 

MSO Representative Attends all Board meetings & presents reports 
when applicable. 

MSO President or his representative !ǘǘŜƴŘǎ {ǿƛƳ hƴǘŀǊƛƻΩǎ !Da ŀǎ ŀ ǾƻǘƛƴƎ ŘŜƭŜƎŀǘŜΦ 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: MEMBERSHIP - MEMBERSHIP PROCEDURE # M-001-07 

RESPONSIBILITY; FINANCE/ADMIN COMMITTEE   

SUBJECT: COACH REGISTRATION EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

This procedure will begin to ensure equal onus.  Coaches are responsible for upholding their dues and for supporting 
the financial obligations of the organization.  Non-payment benefits no one, and this procedure will ensure that 
coaches and clubs do not take advantage of the relationship with Swim Ontario to default on their obligations. 

Definitions & Procedures 
Swim Ontario will utilize the registration systems found on SwimMeet.ca (for SNC coach membership and SO membership), and 
the CSCTA and recognizes the following membership categories. 
Swim Ontario Membership: 

¶ All coaches/consultants working with Swim Ontario swimmer members must apply for and register as 
members with Swim Ontario.  

¶ All Swim Ontario clubs pay a $100.00 OSCA fee and submit Coach Registration Agreement form 

¶ Coaches must utilize the Swimmeet.ca registration system to provide required membership information and 
submit the required fees.  This must be submitted by the swimmer registration deadline.   

¶ The membership fee information is circulated to clubs in June of each year.   

¶ Club Registrars set up coaches with accounts and coaches are required to register on-line.  Club Registrar 
forwards the fees per coach to Swim Ontario.  The OSCA Agreement form must be signed and submitted to 
Swim Ontario. 

¶ The fee for membership is recommended by OSCA and approved by Swim Ontario. 
SNC Coach Membership: 

¶ All coaches must apply for membership and register on the SNC registration system (swimmeet.ca) and are 
required to pay the fees for SNC coaching membership collected by Swim Ontario and forwarded to SNC.  

¶ Club Registrars set up coaches with accounts (same as Swim Ontario) and coaches are required to register 
on-line.  Club Registrar forwards the fees per coach to Swim Ontario. 

¶ SNC invoices Swim Ontario for coaches registered on-line. 
CSCTA Coach/Teacher Membership: 

All current coaches must apply for membership and register on the CSCTA registration system each season as per the 
CSCTA procedures.   

Responsibility     Action 

Clubs Submit signed agreement to register all coaches with 
Swim Ontario/SNC. 

Sr. Admin Assistant Circulates fee schedule.   
Collects Fees.   
Forwards fees to SNC upon receipt of Invoice. 

All current coaches must also be members of the CSCTA 
each season.  

Coaches register with CSCTA 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

SECTION Membership PROCEDURE # M-001-07 

SUBJECT Athlete Registration and  
Proof of Residence for Competitions 

EFFECTIVE 
September 

2009 

AUTHORIZED BY Board Of Directors REVISED  

Support 

Swim Ontario Policy  
M ς 001 Χ Swim Ontario is a not for profit sport governing body responsible for the organization and 
regulation of competitive swimming in Ontario.   

Swimming Rules of SNC 
GR 1.2.1.1 Swimmers entering meets in Canada must comply with all FINA, SNC and PS eligibility rules. 

GR 1.1.1.3 The PS may make special rules and regulation for age group and senior events. 

This procedure applies to all competitions sanctioned by Swim Ontario. This procedure is aimed at 
ensuring all athletes in competition are properly registered, insured and that they are residents of the 
country or province for which they claim residence.  

Registration 
Ontario Athletes 
Meet Managers must ensure that all swimmers are duly and properly registered.  At the time of receiving 
an entry (electronic, paper or deck) from an Ontario athlete, meet managers must secure both 

¶ 9 digit ID number 

¶ date of birth 

This is done through www.SwimMeet.ca and the meet entry process.  Through this route, meet managers 
can feel assured that the swimmer is duly registered.  Without this information the swimmer registration 
is suspect and meet managers must confirm the information within a reasonable period of time. 
Exemptions for Ontario Athletes may be considered, please see Proof of Residence Exemption. 

Non-Ontario Athletes/Clubs 
The non-Ontario swimmer must be able to prove two things upon demand to compete within the 
province. 

- Registration with a governing body (Swim Alberta, Swim USA for example) 
o Athlete number 
o Date of birth 
o Proof of registration  
o Proof of Insurance 

- Residency within the governing body as demonstrated by either the parent or swimmer 
o Tax roll 
o Drivers license 
o Passport 
o Other documentation as accepted by Swim Ontario 

This procedure does not apply to the following situations where specific Swim Ontario and SNC rules shall 
govern: 

o Swimmers competing in the OUA/CIS/NCAA. 
o National Swimming Centre swimmers. 
o Masters swimmers 

http://www.swimmeet.ca/
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Procedure 
Any meet which has the potential for attracting non-Ontario swimmers must include a notice of 
registration and residency.   

All swimmers must be duly registered and residents of the governing body for which they are 
competing.  All swimmers must be in good standing with their respective governing swim body. 

All swimmers must be residents of the province/state or country for which they claim 
registration.  Proof of residency may be passport, tax-roll, college residence or other document 
as deemed acceptable by Swim Ontario and shall be provided within 24 hours of request by Swim 
Ontario 

 
An affidavit attested by the submitting club is required to be completed and received by the host club 
prior to competition.  A sample of an affidavit which may be used by meet management is attached. 

All affidavits attesting to resident and registration compliance must be faxed by the host club to the Swim 
Ontario offices within 7 days of the completion of the competition. 
 
Swim Ontario Office 
Fax: 416-426-7356 
Attention: Victoria Corrigan  -  (victoria@swimontario.com )  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility     Action 

Meet Manager Ensure language is included in meet package, non-
SNC affidavits are signed and faxed/emailed to 
Swim Ontario within 7 days of competition 
completion. 

Swim Ontario Randomly request review of affidavits and act 
immediately on any concerns 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

mailto:victoria@swimontario.com
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Certification of Residence and Registration Status of all Entered Athletes 
 
Athletes competing in Ontario must, 

¶ Have paid for competitive registration status prior to entering the meet.   
o Non-SNC clubs must register and pay for the registration of their athletes with their respective 

governing swim body. 

¶ Be residents of the governing body for which they are registered 
o Exemptions are permitted.  Please see Swim Ontario for form and filing information. 
o All swimmers must be residents of the country, province or state for which they are 

representing.  Proof of residency may be passport, tax-roll or other document as deemed 
acceptable by Swim Ontario and shall be provided within 24 hours of request by Swim Ontario. 

 
A penalty will be levied against any club found to have entered an athlete in the meet without first registering the 
athlete and paying for registration or for registering an athlete without proper residency. 
 
Submitting a meet entry without the athlete being properly registered and that registration paid beforehand or 
without proper residency will lead to Swim Ontario penalties as deemed appropriate. 
 
The authority for this action is found in  

Swim Ontario Policy  
M ς 001 Χ Swim Ontario is a not for profit sport governing body responsible for the organization and 
regulation of competitive swimming in Ontario.   

Swimming Rules of SNC 
GR 1.2.1.1 Swimmers entering meets in Canada must comply with all FINA, SNC and PS eligibility rules. 

GR 1.1.1.3 The PS may make special rules and regulation for age group and senior events. 

 

For non-Canadian swimmers the registration process varies but in each case the swimmer must be able to 
prove they are a resident of the country for which they claim registration then provide an identification 
number.  Meet managers should ask for this proof prior to accepting entries. 

 Failure to ensure that all swimmers are duly registered will result in both the host club and/or the 
offending club to face strict penalties including but not limited to either a fine, withdrawal of sanction 
rights and even suspension. 

 
 

I certify that all athletes submitted with this competition entry are duly insured and are all residents of 

_____________________________  (country) and  currently registered members of 

ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ  όŎƻǳƴǘǊȅΩǎ ƎƻǾŜǊƴƛƴƎ ōƻŘȅύΦ  

I am authourized by my club to make this representation in my listed capacity. 

By _____________________________ (signature) _____________________________ (print name) 

Capacity/Title:  _____________________________ 

Club Name:  _____________________________ 

Date:  _____________________________ 

This form must be signed and returned with the entry or the entry will not be accepted.  
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PROCEDURE MANUAL 
 

SECTION Membership PROCEDURE # M-001-08 

SUBJECT Proof of Residence Exemption EFFECTIVE 
September 

2009 

AUTHORIZED BY Board Of Directors REVISED  

Support 

Swim Ontario Policy  
M ς 001 Χ Swim Ontario is a not for profit sport governing body responsible for the organization and 
regulation of competitive swimming in Ontario.   

Swimming Rules of SNC 
GR 1.2.1.1 Swimmers entering meets in Canada must comply with all FINA, SNC and PS eligibility rules. 

GR 1.1.1.3 The PS may make special rules and regulation for age group and senior events. 

Swim Ontario is flexible and appreciates that cases occur when living/residing in Ontario and training 
within the jurisdiction of another governing body is not a matter of convenience but necessity.  This 
exemption will confirm  the right to train outside Ontario and compete within Ontario without issue. 

Procedure 
Completion and acceptance of the attached form prior to competition within Ontario. 
 

1. Download form from website 
2. Complete all requested information 
3. Fax/email to Swim Ontario 

Swim Ontario Office 
Fax: 416-426-7356 
Attention: Heather Dwinnell  -  (heather@swimontario.com ) 

4. Receive, accept or deny status 
 
Whenever the swimmer is competing in Ontario the swimmer name and exemption status must be 
indicated with the meet submission. 
 
 
 
 
 
 
 
 
 
 
 
Responsibility     Action 

Swimmer Seeking Exemption Complete for and fax/email to Swim Ontario. 

Swim Ontario Executive Director reviews request and convey 
standing to swimmer within 7 business days. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

  

mailto:heather@swimontario.com
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PROCEDURE MANUAL 
 

SECTION Membership PROCEDURE # M-001-09 

SUBJECT Foreign Swimmers EFFECTIVE 
September 

2009 

AUTHORIZED BY Board Of Directors REVISED  

Support 

Swim Ontario Policy  
M ς 001 Χ Swim Ontario is a not for profit sport governing body responsible for the organization and 
regulation of competitive swimming in Ontario.   

Swim Ontario respects the rights of swimmers to train and compete with clubs in our province.  However, 
the registration of these swimmers is required to ensure compliance with all SNC and FINA rules and 
procedures. 

Procedure 
Completion and acceptance of the attached form prior to training within Ontario is required. 
 

1. Download form from website 
2. Complete all requested information 

¶ Please note there is an additional step (SNC approval) for any foreign swimmer 
registered with an Ontario club if they are ranked in the top 100 in the world. 

3. Fax/email to Swim Ontario 
Swim Ontario Office 
Fax: 416-426-7356 
Attention: Heather Dwinnell ς (heather@swimontario.com ) 

 
Swim Ontario retains the right to notify all foreign governing swimming bodies of this registration. 
 
 
 
 
 
 
 
 
 
 
 
Responsibility     Action 

Clubs with foreign swimmers Complete for and fax/email to Swim Ontario 
before the swimmer begins practice. 

Swim Ontario Review swimmer status and consider implications. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

  

mailto:heather@swimontario.com
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PROCEDURE MANUAL 
 

POLICY SECTION: MEMBERSHP ς ATHLETE/COACH TANDEM PROCEDURE # M-002-01 

RESPONSIBILITY; SWIMMING DEVELOPMENT COMMITTEE   

SUBJECT: LONG TERM ATHLETE DEVELOPMENT EFFECTIVE January 2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

!ǘ ǘƘŜ ŎŜƴǘŜǊ ƻŦ ŜǾŜǊȅǘƘƛƴƎ ΨǎǿƛƳƳƛƴƎΩ ƛǎ ǘƘŜ ǇǊŜǎŜǊǾŀǘƛƻƴ ƻŦ {ǿƛƳ hƴǘŀǊƛƻ ŦƻǊ ǘƘŜ ƭƻƴƎ ǘŜǊƳ ŀƴŘ ǘƻ 
protect them from short sighted, well intentioned or not, activities which impact their development and 
growth. 

With world swimming relentlessly moving forward and Canadian Swimming standing still in comparison, 
the Swim Ontario Board of Directors voted in April of 2003 to have a committee conduct an in-depth 
evaluation of our provincial swimming system.  The full Swim Ontario and SNC LTADS strategies are on-
line at www.SwimOntario.com 

The Long Term Athlete Development Strategy upholds the principles that swimming for Developing 
Athletes must be: 

¶ Swimmer focused 

¶ Process focused 

¶ Fun 

Although there are many 'Athlete Development Strategies' in existence, Swim Ontario's 'Long Term 
Athlete Development Strategy' will evolve over the years to become one of the best. 

Procedure 
The ability to promote and build on the development of excellence in swimming requires flexibility within 
the scope outlined by the Long Term Athlete Development Strategy.  Swim Ontario accepts the 
foundation of both the Swim Canada and Swim Ontario athlete development strategies to promote long 
term, healthy and competitive swimming in the province. 

The Swimming Development Committee is provided with the ability to impact change within the following key 
areas of development.  Change is subject to approval by the Swim Ontario Board. 

1. That pre-requisite swimming is structured against single age-groups using predefined events in all 
sanctioned competitions held in the province except Time Trials.  This direction is also in support of the 
SNC LTADS. 

¶ 11 and Under Girls in the 200IM and 800 Freestyle 

¶ 12-13-14 Girls in the 400IM and the 800 Freestyle 

¶ 12 & Under Boys in the 200IM and 800 Freestyle 

¶ 13-14-15 Boys in the 400IM and the 800 Freestyle 

2. All 12 & under males and females are only permitted to compete in time final events during preliminary 
ǎŜǎǎƛƻƴǎ ƛƴ ŀƭƭ ǇǊƻǾƛƴŎƛŀƭƭȅ ǎŀƴŎǘƛƻƴŜŘ ŎƘŀƳǇƛƻƴǎƘƛǇǎΣ ƛƴǾƛǘŀǘƛƻƴŀƭΩǎ ŀƴŘ ǘƛƳŜ ǘǊƛŀƭǎΦ 

3. The Provincial long and short course competitions include, 

¶ A 16-day minimum entry deadline 
 
 
 
 

http://www.swimontario.com/
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¶ The 1500 Free for women and the 800 free for men be included in the appropriate age categories 

¶ The individual high point award will be replaced with the "iron man" award. 

¶ The senior provincial qualifying standard will be the same as the oldest age group Jr. Provincial 
qualifying standard.  

¶ SNC performance point ratings and the swimmer's year of birth will appear on all provincial 
championship meet results. 

4. All athlete carding, club grant funding and provincial team selections will be based on SNC ratings. 

5. Results of all Swim Ontario sanctioned competitions must be received by SwimMeet.ca within 7 days of 
completion of the event. 

6. The month of March is declared a province-wide "renewal/refocus period" - no sanctioned competitions 

 
For a more detailed description of the Swim Ontario and SNC Long Term Athlete Development 
Strategies please find the strategies on-line at www.SwimOntario.com  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Responsibility      Action 

Swimming Development Committee Regularly review and keep current both the Strategy 
and the procedure by which the strategy is fulfilled. 

Staff Communicate changes to procedure to Meet Manager 
and officials to ensure compliance 

Regional Sanctioning Officers Uphold the procedure 

Meet Managers Uphold the procedure 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

http://www.swimontario.com/
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PROCEDURE MANUAL 

 

POLICY SECTION: MEMBERSHIP - CLUBS PROCEDURE # M-003-01 

RESPONSIBILITY: COMMUNICATIONS COMMITTEE   

SUBJECT: AFFILIATION OF A NEW CLUB AND  
CHANGE PROCEDURE 

EFFECTIVE July 2008 

AUTHORIZED BY: Board of Directors REVISED  

Policy Support 

This procedure will define how a club can become a member within the organization.  The policy indicates 
tƘŀǘ ǿƘƛƭŜ ƴƻ ŘŜƳƻƎǊŀǇƘƛŎ ƭƛŎŜƴǎŜ ƛǎ ƎƛǾŜƴ ŜȄƛǎǘƛƴƎ ŎƭǳōǎΣ {ǿƛƳ hƴǘŀǊƛƻΩǎ Ǝƻŀƭ ƛǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ 
fragmentation in our clubs does not occur.  As well Swim Ontario would like to ensure that the nature of 
the new club is such that it demonstrates support and compliance for existing policies and organizational 
direction. 

Procedure 

Responsibility for approval or denial of club affiliations and changes to club names and/or call letters rests 
with the Executive Committee of the Board of Directors of Swim Ontario, following consideration of the 
recommendation of the submitting Region and subject to ratification of the Board of Directors. 

Policy Regulations 

1. All applications for affiliation of a new Member Club or change to a current Club name and/or 
call letters shall be submitted simultaneously to the appropriate Regional Director and the 
Executive Director of Swim Ontario. 

2. Application Period.  Applications for affiliation of a new Club or changes to Club name and/or call 
letters shall only be received during the period March 1 ς May 15, in any given calendar year. 

3. Review Period.  The Regional Director shall initiate a review of the application for affiliation of a 
new Member Club or name/call letter changes, upon receipt of same, according to the 
Procedure(s) stated below. The Regional Director shall make a recommendation to the Executive 
Committee no later than June 15. 

4. Approval Period.  The Executive Committee shall initiate a review of all Regional 
recommendations and arrive at a decision no later than July 15. 

5. Commencement.  All changes and commencement of new club operations, approved by the 
Executive shall take effect no sooner than August 15th of the same year. 

Procedure for Affiliation of a New Member Club 

A. All applications for affiliation of a new club shall be submitted simultaneously to the appropriate 
Regional Director and the Senior Administrative Assistant of Swim Ontario.  Applications for affiliation 
of a new Club or changes shall only be received during the period March 1 ς May 15. 
 

The application package shall include but not be restricted to the following documentation: 
1. /ƻƳǇƭŜǘŜŘ άbŜǿ /ƭǳō !ŦŦƛƭƛŀǘƛƻƴ CƻǊƳΦέ ¢Ƙƛǎ ŦƻǊƳ ƛƴŎƭǳŘŜǎΣ ōǳǘ ƛǎ ƴƻǘ ƭƛƳƛǘŜŘ ǘƻΣ  

1) Club Information  
i. Club Name (proposed) 

ii. Club Call Letters (proposed)  
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iii. Contact information for the Club  
iv. Contact information for the Administrators.  

2) Coaching Information.  
3) Pool Facility Information. 

2. Intent to affiliate and operate one Club only and in one Region only. 
3. Proof of incorporation. 
4. Sound operating practices 

1) By-Laws 
2) Policies and Procedures 
3) Other information (e.g. code of conduct for swimmers, parents, chaperones). 

5. Sound business practices 
1) Business Plan 
2) Projected forecasts (swimmer, financial). 

6. Qualified Coaching Staff (all must be Members of Swim Ontario) 
1) All coaches/support staff volunteer or employed/contracted to be working with 

Swim Ontario members, must complete a security clearance check.  (These security 
clearance checks are subject to the evaluation of the Swim Ontario policy regarding 
Risk Management and the procedure of Police checks for Swim Ontario BOD&staff). 

2) Head Coach certified at a minimum of Level 2* and with MED  
3) Assistant Coaches certified at a minimum of Skills Coach for coaching competitive 

registered swimmers and attending sanctioned competitions 
4) Assistant Coaches certified ŀǘ ŀ ƳƛƴƛƳǳƳ ƻŦ {ǿƛƳƳƛƴƎ ¢ŜŀŎƘŜǊ ƻǊ άL /ŀƴ {ǿƛƳέ ŦƻǊ 

coaching non-competitive registered swimmers and not attending sanctioned 
competitions. 

5) Note that any coaches-in-training are excepted provided they are supervised by a 
qualified coach as referenced above in 6.2, 6.3 or 6.4. 

7. ¢ǊŀƛƴƛƴƎ ŀƴŘ 5ŜǾŜƭƻǇƳŜƴǘ ǇǊŀŎǘƛŎŜǎ ƛƴ ŀŘƘŜǊŜƴŎŜ ǘƻ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ƻŦ {ǿƛƳ hƴǘŀǊƛƻΩǎ ŀƴŘ 
{ǿƛƳƳƛƴƎ bŀǘŀǘƛƻƴ /ŀƴŀŘŀΩǎ [ƻƴƎ ¢ŜǊƳ !ǘƘƭŜǘŜ 5ŜǾŜƭƻǇƳŜƴǘ {ǘǊŀǘŜƎƛŜǎΦ 

8. Athlete and Programme Periodization/Development 
1) Annualized Training Plan 
2) Meet Schedule. 

9. Primary Club Focus/Mandate/Target Market (may be included with business plan) 
1) Private swim school  
2) Competitive club 
3) Non-competitive club  
4) Affiliate of an educational institution (e.g. university)  
5) Recreational institution (e.g. YMCA).  

10. Projected athlete registration numbers, including  
1) Ratio of actual new Swim Ontario Members to those transferring from other Clubs 
2) Forecasted Age Group breakdown 
3) Coach to swimmer ratio for each practice group. 

11. Pool time schedules and contracts do not infringe on those of existing Member Clubs. 
12. Preparedness to develop a base of qualified officials and to host competitions. 
13. Proof of benefit to Swim Ontario and existing member club community. 
14. Affiliation fee. 

 

*The Region may recommend affiliation of a new Club with a Head Coach, who is Skills Coach 
qualified, but not Level 2, provided that the application presents an acceptable plan, complete with 
timeline (maximum of one year), to attain Level 2 certification. 
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Incomplete or insufficient applications may be returned to the applicant.  
 

B. Upon receipt of an application for affiliation, the Regional Director shall: 
1. Initiate the Approval Procedure so as to arrive at a decision on or before June 15. 
2. Notify all Member Clubs in the Region and invite written responses. 
3. Obtain the advice of the Executive Director of Swim Ontario. 
4. !ǘ ŀ ǎǳōǎŜǉǳŜƴǘ ƳŜŜǘƛƴƎ ƻŦ ǘƘŜ wŜƎƛƻƴΩǎ .ƻŀǊŘΣ ǘƘŜ wŜƎƛƻƴŀƭ 5ƛǊŜŎǘƻǊ ǎƘŀƭƭ ŜƴǎǳǊŜ the BoardΩs 

consideration of the application. 
5. Interview (in person or by teleconference) the applicant, when deemed appropriate. 

 

C. The Regional Director shall inform both the applicant and Swim Ontario in writing, within 15 days of 
the Regional Board Meeting of the Regional BoardΩs recommendation to approve or deny the 
affiliation request.  Minutes of the meeting and the decision shall accompany the response and in the 
event of a recommendation to deny, the reason(s) therefore. 

D. The Executive Committee of the Board of Directors of Swim Ontario shall meet and validate the 
recommendation of the Region.  Final approval or denial of an application may only be undertaken 
after ǘƘŜ ǊŜŎŜƛǇǘ ƻŦ ǘƘŜ wŜƎƛƻƴǎ ǊŜǎǇƻƴǎŜΦ  ¢ƘŜ 9ȄŜŎǳǘƛǾŜ /ƻƳƳƛǘǘŜŜΩǎ Ŧƛƴŀƭ ǊŜǎǇƻƴǎŜ ǎƘŀƭƭ ōŜ 
communicated to all parties following ratification by the Board of Directors.  Where the Executive 
Committee reverses a Region recommendation a copy of the meeting minutes shall be included in 
the response.   

Probationary Membership 

Newly approved clubs will be granted probationary status for a period of 12 months and be required to 
sign an agreement to abide by all of {ǿƛƳ hƴǘŀǊƛƻΩǎ .ȅ-Laws, Policies and Procedures. At the end of the 
12-month probationary period the Regional Director and the Executive Director of Swim Ontario, or their 
designates, shall conduct a review to ensure compliance with, 

Á Club submission 
Á Swim Ontario By-laws, Policies and Procedures 
Á CƛƴŀƴŎƛŀƭ ŀŎŎƻǳƴǘŀōƛƭƛǘȅ ŀƴŘ ŀǎǎǳǊŀƴŎŜ ǘƘŜ Ŏƭǳō ƛǎ άƛƴ ƎƻƻŘ ǎǘŀƴŘƛƴƎέ 
Á Any other aspect of membership consideration deemed appropriate 

 

Both reviews shall be filed jointly or separately with the Executive Committee which has 15 days to affirm 
the recommendation.  The reviews, with written consideration, may only recommend to the Executive 
that Swim Ontario: 
1.  Grant full Member Club standing 
2.  Extend probationary Club standing for another 12 months.  This may be recommended only once. 
3.  Refuse Member Club standing. 
 

Both the Swim Ontario and Regional reviews must agree upon the course of action.  Inconsistent reviews 
will automatically extend probationary status for an additional 12 months.   
 

A Regional recommendation to extend the probationary period or deny membership status must be 
forwarded, complete with a copy of any report to both the Applicant and Swim Ontario, by the Executive 
Committee by September 1. 
 

Procedure for Change of Club Name and/or Call Letters  
A.    Change Criteria 

1. Proposed changes must not infringe on the identity and operations of other Member Clubs. 
2. Proposed new names and call letters must not duplicate those of other Member Clubs in the country. 
3. Rationale for proposed change(s) must be clearly expressed.  
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B.    Change Procedure 
1. Clubs shall make application, including proposed change(s) and supporting rationale, simultaneously to 

the Regional Director and the Senior Administrative Assistant of Swim Ontario, a minimum of 30 days 
prior ǘƻ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ōȅ ǘƘŜ wŜƎƛƻƴΩǎ .ƻŀǊŘ ƻŦ 5ƛǊŜŎǘƻǊǎΦ 

2. Upon receipt of an application the same procedure, outlined above, for New Club Affiliation Applications 
will be undertaken. 

 
 Responsibility      Action 
Application Club Prepare all requested documentation 

Regional Board of Directors Receive two copies of application and distribute 
Review in the necessary time period 
Provide recommendation 
Follow up and assistance during probationary period 

Board of Directors Review in the necessary time period 
Provide recommendation 
Follow up and assistance during probationary period 

Staff Search for name/call letter infringement 
Submission of necessary information to place club within 
SwimMeet.ca 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: MEMBERSHIP - CLUBS PROCEDURE # M-003-02 

RESPONSIBILITY; FINANCE/ADMIN COMMITTEE   

SUBJECT: CLUB/TEAM AFFILIATION/REGISTRATION EFFECTIVE 
January 

2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

Membership in Swim Ontario is open to any corporate body or group of persons organized for the purposes of 
teaching swimming, or providing training in the sport of competitive swimming and every member is registered with 
Swimming/Natation Canada and Swim Ontario and may include: 

1. Private aquatic or swimming clubs; 

2. Swim Ontario teams 

3. Swimming clubs or swim teams associated with schools, colleges or universities, playground or recreational 
organizations, youth organizations such as YWCA, YMCA, CYO, Armed Forces of Canada, special 
organizations such as Sport for Disabled or an institute for the deaf. 

All clubs/teams shall consist of at least one (1) registered swimmer, one (1) Head Coach and one (1) Club Director 
operating in the Province of Ontario.  Clubs not in compliance will be subject to termination of the club as members 
of Swim Ontario in accordance to Swim Ontario By-Law #2 Section 3.01.  Swim Ontario recommends that all clubs be 
incorporated by September 2010. 

Procedure 

Prior to the beginning of each season clubs in good standing are expected to follow a course of action to ensure they 
remain current and recognized by Swim Ontario and its member clubs.  

¶ Clubs must pay an annual fee to Swim Ontario in order to maintain membership.  This is known as a club 
affiliation fee.  The club affiliation fee schedule is circulated in June of each season.  This fee pays for 
club/team membership from September 1st to August 31st ŦƻǊ άŀƎŜ ƎǊƻǳǇ ǘŜŀƳǎέΦ  ¢ƘŜ ±ŀǊǎƛǘȅ ŀŦŦƛƭƛŀǘƛƻƴ ŦŜŜ 
pays for membership from September 1st to March 31st for Varsity Teams.  Fees must be paid by September 
1st each season. 

¶ Clubs are allowed to request a one year seasonal respite without swimmer activity.  After one season 
(September 1st ς August 31st), a non-ŀŦŦƛƭƛŀǘŜŘ ŎƭǳōκǘŜŀƳ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ƛƴŀŎǘƛǾŜ ŀƴŘ ŀǊŜ ǎǳōƧŜŎǘ ǘƻ ǘƘŜ άbŜǿ 
ŎƭǳōκǘŜŀƳ !ŦŦƛƭƛŀǘƛƻƴ tǊƻŎŜŘǳǊŜέΦ 

¶ An affiliated club that fails to register 1 swimmer in a season is considered inactivŜ ŀƴŘ ǎǳōƧŜŎǘ ǘƻ ǘƘŜ άbŜǿ 
Affiliation of a New Club and Change Procedure (M-003-01). 

¶ All Swim Ontario member clubs in good standing or on probationary status must register all of their 
members and provide accurate residential contact and address information according to the annual 
registration memo and information.  Failure to do so may result in a club to be suspended/deemed Inactive.  

Club/Team Affiliation Fees 

¶ Club affiliation fees are based on the total number of swimmers registered with Swim Ontario on August 
31st of the previous seasonal year based on a formula as set by the Swim Ontario Board of Directors. 

¶ In addition to this fee, clubs/teams must also submit the following; 
o Signed and completed Club/Team Affiliation Form 
o A Club Registrars Waiver Form 
o Club PIPEDA Compliance Form  
o Signed Agreement to Register all Swimmers and Coaches 

The forms ŀōƻǾŜ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ {ǿƛƳ hƴǘŀǊƛƻ ǿŜōǎƛǘŜ ǳƴŘŜǊ ά/[¦. {9w±L/9{έ - άChwa{έ 
Responsibility      Action 

Club/Team Registrar Affiliates for season September through March for  Varsity 
teams & September through to August for Age Group Club 

Staff Calculates affiliation fee and processes affiliation 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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  PROCEDURE MANUAL 
 
 

POLICY SECTION: MEMBERSHIP - CLUBS PROCEDURE # M-003-03 

RESPONSIBILITY; OSOA   

SUBJECT: CLUB OFFICIALS DEVELOPMENT PLAN EFFECTIVE April 2007 

AUTHORIZED BY: Board of Directors REVISED  

 
BACKGROUND 
 
The following plan, recommended by the Ontario Swimming Officials Association, and approved by Swim Ontario, 
ŜƴŎƻǳǊŀƎŜǎ Ŏƭǳōǎ ǘƻ ǇǊƻƳƻǘŜ ǘƘŜƛǊ ƻŦŦƛŎƛŀƭǎ ǇǊƻƎǊŜǎǎƛƻƴ ǳǇ ǘƘŜ ƻŦŦƛŎƛŀǘƛƴƎ άƭŀŘŘŜǊέΣ ŜƴƘŀƴŎƛƴƎ Ŏƭǳō ŀōƛƭƛǘȅ ǘƻ Ƙƻǎǘ 
and/or assist at meets. Better officiating means better and more efficient meets.   

 
The plan will be phased in over the next 3 competitive seasons. 

 

CLUBS > 70 FAMILIES 

YEAR 1 YEAR 2 YEAR 3 OPTION 1 YEAR 3 OPTION 2 YEAR 3 OPTION 3 

3 LEVEL II 4 LEVEL II 5 LEVEL II 5 LEVEL II 7 LEVEL II 

  1 LEVEL III 1 LEVEL III 2 LEVEL III 1 LEVEL III 

    2 (ALUMNI) LEVEL IV/V 1 (ALUMNI) LEVEL IV/V 2 (ALUMNI) LEVEL IV/V 

   
 
  

CLUBS 35 TO 69 FAMILIES 

YEAR 1 YEAR 2 YEAR 3 OPTION 1 YEAR 3 OPTION 2 YEAR 3 OPTION 3 

2 LEVEL II 3 LEVEL II 4 LEVEL II 3 LEVEL II 4 LEVEL II 

  1 LEVEL III 1 LEVEL III 2 LEVEL III 1 LEVEL III 

    1 (ALUMNI) LEVEL IV/V 1 (ALUMNI) LEVEL IV/V 2 (ALUMNI) LEVEL IV/V 

 
 

CLUBS 20 TO 34 FAMILIES 

YEAR 1 YEAR 2 YEAR 3 OPTION 1 YEAR 3 OPTION 2  

1 LEVEL II 2 LEVEL II 2 LEVEL II 3 LEVEL II  

    1 LEVEL III    

    1 (ALUMNI) LEVEL IV/V 1 (ALUMNI) LEVEL IV/V  

 
 

CLUBS < 20 FAMILIES ARE EXEMPT  
BUT ARE ENCOURAGED TO HAVE AT LEAST THE FOLLOWING 

YEAR 1 YEAR 2 YEAR 3  

1 LEVEL II 1 LEVEL II 2 LEVEL II 
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Exemptions and clarifications 

1. Requirement does not apply to development or regional meets. 
 
2. Regional Officials Representatives (ROR) maintain a list of club affiliated and alumni officials (Levels II-V) 

for their region. Regional Sanction Officers will be given a list of clubs meeting the sanction requirement 
ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ŜŀŎƘ ǎǿƛƳ ȅŜŀǊ ό{ŜǇǘŜƳōŜǊύΣ ǎǘŀǊǘƛƴƎ ǿƛǘƘ ȅŜŀǊ н ƻŦ ǘƘŜ ǇƭŀƴΦ IƻǎǘƛƴƎ άŀōƛƭƛǘȅέΣ ƻƴŎŜ 
assessed, stands for the year.  

a. Any club not meeting the sanction requirement, and wishing to host a meet, must submit an 
ƻŦŦƛŎƛŀƭǎΩ ŘŜǾŜƭƻǇƳŜƴǘ Ǉƭŀƴ ǘƻ ǘƘŜ ǊŜƎƛƻƴŀƭ ƻŦŦƛŎƛŀƭǎΩ ŎƘŀƛǊǎ ŦƻǊ ŀǇǇǊƻǾŀƭΦ /ƭǳōǎ Ŏŀƴ ŀŎƘƛŜǾŜ ǘƘŜƛǊ 
requirements at any time during the year. 

b. Clubs may opt to combine resources when co-hosting a meet.  If ineligible to host on their own, 
Ŏƭǳōǎ Ƴǳǎǘ ŎƻƴǘŀŎǘ ǘƘŜƛǊ whw ǘƻ ŎƻƴŦƛǊƳ άŎƻƳōƛƴŜŘέ ŜƭƛƎƛōƛƭƛǘȅΤ whw ǿƛƭƭ ƴƻǘƛŦȅ {ŀƴŎǘƛƻƴ hŦŦƛŎŜǊ 

 
3. The family count only includes active "competitive" families. 
 
4. Year 1 is the season beginning September 1st 2007. Any club applying to host meets in Year 1 will be 

considered compliant with the plan requirements and will be granted sanction approval. 
 

5. Clubs with less than 20 families are exempt, but are encouraged to participate and promote the training 
of officials moving up the ladder. 

 
6. Level IV / ± ƻŦŦƛŎƛŀƭ Ƴŀȅ ōŜ ǇŀǊŜƴǘǎ ƻŦ ŀŎǘƛǾŜ ǎǿƛƳƳŜǊǎΣ ƻǊ ά!ƭǳƳƴƛέΤ ά!ƭǳƳƴƛέ Ƴǳǎǘ ŘŜŎƭŀǊŜ ǿƛǘƘ ŀ single 

club for the year, and must agree to work meets hosted by the declared club. 
 

7. Three options are available in the third year of program. 
 
These requirements are the minimum needed to obtain a Competition Sanction. 
 
 
 
 
 
 
 
Responsibility     Action 

Club Officials Chair  Track and Record all Officials existing and new from Level 1 through to 
Level 5. Submit to Regional Officials Reps on an ongoing basis. 

Regional Officials Reps Receive, & verify all club Officials statistics from Level 1 through to 5.  
Each rep must notify the Regional Sanctioning Officers and Swim 
Ontario as to the compliance of each club in their region. 

Regional Sanctioning Officers Must ensure compliance to the policy and procedure for competition 
hosting and sanction applications where applicable. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: MEMBERSHIP - CLUBS PROCEDURE # M-003-04 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: ASSOCIATIONS EFFECTIVE Sept.2009 

AUTHORIZED BY: BOARD OF DIRECTORS REVISED  

Policy Support 
Swim Ontario adopts the National Associations Procedure. 

 

Procedure 
1. Clubs and University teams must register with their Provincial Section (PS) as individual clubs 
2. Two or more Clubs and/or University teams may apply to their respective PS to form an Association 
3. A Club and/or University team may be a member of only one Association at any given time 
4. A registered Association will not be granted voting status within the provincial or national jurisdictions 
5. Athlete transfer procedures are not affected by the existence of an Association; however, swimmers moving 
within clubs in an association may still compete for the Association during the unattached period 
6. PSs will set their own annual association fees, payable no later than October 31st of each year, or upon approval 
of new Association status by the Executive Director / Technical Director 
 

Operating Structure: 
1. Associations must be incorporated by their respective provincial jurisdiction as legal entities (a 
ǊŜƎƛǎǘŜǊŜŘ έƴƻǘ-for-ǇǊƻŦƛǘέ ǎƻŎƛŜǘȅ ƻǊ ŀ άŦƻǊ ǇǊƻŦƛǘέ ōǳǎƛƴŜǎǎύ 
2. Associations must have signed written agreements by the President and Head Coach of each program or 
club 
3. Associations must have a constituted Board of Directors and a formal decision-making structure 
4. A Technical Director or Consultant must be named whose role is to improve the quality of swimming in 
the Association; specifically, the Technical Director will create an annual plan that includes regularly 
planned Association training sessions, training camps, coaching education/mentoring opportunities, 
ancillary activities and a competition schedule, to be submitted to the PS Executive Director/Technical 
Director prior to September 30 of each year 
5. A Club and/or University team may join an Association at any time 
6. A Club and/or University team may not transfer or change Associations except after Summer Nationals 
and prior to September 30 each year 
7. A Club and/or University team may compete as an individual club/team, or their respective Association 
at any competition, but all swimmers of the program must compete as that entity for the entire 
competition 

 

Annual Review: 
Associations will be reviewed on an annual basis by the Executive Director / Technical Director of the PS. 
The purpose is to ensure compliance to requirements stated in the Operating Structure. The Executive 
Director will give non-compliant Association(s) a three-month period to make the appropriate changes to 
their operating structure. Failure to comply will result in suspension of the Association. 

 
 
 
 
 



 

53 

Application Process: 
When applying for status as an Association, the application must submit to the respective Executive Director: 
 
1. Proof that the Association is a legal entity within their province. 
2. A formal written agreement signed by the President and Head Coach of each Program. 
оΦ ! ƭƛǎǘ ƻŦ ǘƘŜ !ǎǎƻŎƛŀǘƛƻƴΩǎ .ƻŀǊŘ ƻŦ 5ƛǊŜŎǘƻǊǎ ŀƴŘ ¢ŜŎƘƴƛŎŀƭ 5ƛǊŜŎǘƻǊκ/ƻƴǎǳƭǘŀƴǘΦ 
пΦ !ƴ ƻǳǘƭƛƴŜ ƻŦ ǘƘŜ !ǎǎƻŎƛŀǘƛƻƴΩǎ ŦƻǊƳŀƭ ŘŜŎƛǎƛƻƴ ƳŀƪƛƴƎ ǎǘǊǳŎǘǳǊŜΦ 
рΦ !ƴ ƻǳǘƭƛƴŜ ƻŦ ǘƘŜ !ǎǎƻŎƛŀǘƛƻƴΩǎ ŀƴƴǳŀƭ ¢ǊŀƛƴƛƴƎ tƭŀƴΣ ƛƴŎƭǳŘƛƴƎΥ ǘǊŀƛning opportunities, training camps, 
coaching education/mentoring opportunities, ancillary activities and a competition schedule. 
6. Expected results and Performance Measures for Years 1, 2 and 3. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility      Action 

Association Submit application, required documents and fee to Swim 
Ontario. 

Executive Director Accepts application and performs annual review 

Staff Process Association as a club on the on-line registration 
system. 

  

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: COMPETITION - COMPETITION PROCEDURE # C-001-01 

RESPONSIBILITY; EXECUTIVE DIRECTOR   

SUBJECT: MEET SANCTION OBLIGATIONS & PROCEDURE EFFECTIVE January 2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

Competition Sanctioning is a privilege licensed to Swim Ontario via our NSO, (Swimming Canada) which is 
licensed from FINA.  Sanctioning officers are acting as agents of this chain of command and in particular as 
agents of Swim Ontario.  Therefore it is imperative that all in the sanction process, (clubs, coaches, meet 
managers, officials, sanctioning officers) adhere to the procedures outlined.   
 
Sanctioning is a matter of trust.  Trust in the results and fees are accurately communicated to the public 
following the end of the meet in a timely manner.  Sanctioned meets are at the heart of competitive 
swimming and define the integrity and quality of our organization.  

 
Sanction applications will only be accepted via the electronic process provided by SNC. 
 
The following Procedure Applies to the following categories of Competitions: 

1. Sanction 
2. Time Trials or In-house competition* 
3. Class 2 Time Trials* 
4. Non conforming sanction ς Unofficial Results (some exceptions apply) 
5. OUA/Varsity (specific procedures apply) 
6. OUA/Club (specific procedures apply) 

 

Procedure 
Pre-Meet (a minimum of 6-8 weeks prior to the competition) 
Inherent with the granting of sanction for a meet the following obligations must be fulfilled by a meet 
manager.  Failure to comply with any aspect of the pre-sanction obligations will results in the request 
being refused.  

¶ Submit sanction processing fee to Swim Ontario.  

¶ A copy of the meet package uploaded to SwimMeet.ca 
o No other document will be considered relevant and clubs will not post a meet package 

different to the one found here anywhere else. 
o A meet package which complies with the SNC and Swim Ontario Long Term Athlete 

development strategies 
o *A Meet Referee at or above a level 4 for sanctioned meets and at or above Level 3 (if 

approved by ROR) for time trials.   
o The club and Regional Sanctioning Officer must ensure that the Meet Referee and the 

Meet Manager are not the same person for sanctioned meets 
o ROR will have a list of eligible level 3 for verification at time of sanction 
o ! Ŏƭǳō ƛƴ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ hŦŦƛŎƛŀƭΩǎ 5ŜǾŜƭƻǇƳŜƴǘ tƭŀƴ 
o Non-compliance may result in denial or retraction of results 

The Regional SanctiƻƴƛƴƎ ƻŦŦƛŎŜǊ ŀƴŘ {ǿƛƳ hƴǘŀǊƛƻ ŀǊŜ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ƴƻǘƛŦƛŜŘ ƻŦ ǘƘŜ ΨǎŀƴŎǘƛƻƴ ǇŜƴŘƛƴƎΩ 
meet submitted.  Once reviewed by the regional sanctioning officer and providing the application meets 
ŀƭƭ ƴŜŎŜǎǎŀǊȅ ǊŜǉǳƛǊŜƳŜƴǘǎΣ [¢!5ΩǎΣ ƻŦŦƛŎƛŀƭǎ ǊŜǉǳƛǊŜƳŜƴǘǎΣ ŜǘŎΧǘƘŜ meet application will then receive 
άǊŜƎƛƻƴ ŀǇǇǊƻǾŜŘέ ǎǘŀǘǳǎΦ  tǊƛƻǊ ǘƻ ǘƘŜ ƎǊŀƴǘƛƴƎ ƻŦ Ŧƛƴŀƭ άǎŀƴŎǘƛƻƴέ ǎǘŀǘǳǎΣ {ǿƛƳ hƴǘŀǊƛƻ ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ 
application and confirm that the host club is in good standing with no outstanding fees or information. 
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Club Entry to a Meet 
 
Closed Competition 
This is a swim meet which is only accessible only by the listed clubs. 
 
Open Competition 
This is a swim meet which is only accessible by all eligible clubs. 
 
Swim Ontario respects the right of clubs to enter a meet.  As well Swim Ontario upholds the right of host 
club to accept or reject all entries.  The openness of a meet or the ability to submit entry should in no way 
be confused with acceptance or rejection.  While the meet being run is the property of the host club and 
subject to sanction guidelines the tone, competitive nature, conduct of swimmers and more are all taken 
ƛƴǘƻ ŀŎŎƻǳƴǘ ǿƘŜƴ ŀŎŎŜǇǘƛƴƎ ŀ ŎƭǳōΩǎ ŜƴǘǊȅ ŦƛƭŜΦ 
 
All meet packages should carry a notification by which decisions will be taken for the acceptance of 
entries.  For example, 

¶ All entries will be accepted at the discretion of meet management 

¶ Entries will be accepted on a first-come-first-in basis 

¶ Prior year participants will be given priority until (date) following which entries will be accepted 
on a first-come-first-in basis 

 
Good Competition 
Clubs are encouraged to adopt a professional approach to the management of their own meets.  Meet 
management is an important element in considering the selection of a meet by visiting club. 

¶ Clearly define the method by which the host club will accept or reject entries to a meet. 

¶ If a host club offers first-come-first-serve criteria for meet selection then meet management 
should maintain a record of entry files and a comparison to the calculated maximum swimmer 
count. 

¶ If a host club offers preferred consideration to previous meet participants than conser placing 
two dates for accepting entries: one deadline for returning clubs and another for all others. 

¶ ²ƘŜƴ ǘƘŜ ƳŜŜǘ ƛǎ Ŧǳƭƭ ǊŜǘǳǊƴ ǘƻ {ǿƛƳaŜŜǘΦŎŀ ŀƴŘ άŎƭƻǎŜέ ǘƘŜ ƳŜŜǘΦ  ¢Ƙƛǎ will clearly demonstrate 
to any clubs seeking access that the meet is no longer accepting entries. 

¶ If a meet manager already know the names of clubs attending the meet consider making the 
ƳŜŜǘ ά ŎƭƻǎŜŘέ ǿƘŜƴ ƭƛǎǘƛƴƎ ǘƘŜ ƳŜŜǘ ƻƴ {ǿƛƳaŜŜǘΦŎŀΦ  ¢Ƙƛǎ ǿƛƭƭ ŎƭŜarly define which teams are 
invited and prevent all other teams for participating. 

 
Rejected Entries 
Host clubs are within their rights to reject any entry but need to consider the management of the 
rejection so as to ensure consideration for their meet in the future and that they have fairly managed the 
process. 
 
SwimMeet.ca provides a method for automatically generating a document when rejected, however meet 
managers should stll consider sending an email to the entry club indicating the reason for rejection. 
 
Rejected entries that do not follow the meet package guidelines will be subject to Swim Ontario discipline 
as not following the meet package. 

During the Meet 
All sanction meets are available for audit by Regional Sanctioning Officers, Swim Ontario Directors, Staff 
and Board appointed authorities.  These individuals are allowed free access to a meet to ensure 
adherence to the claims made within sanction application are met.  These claims include but are not 
limited to the following. 

¶ All statements in the meet package are being upheld 
o SNC Safety procedure is being followed, including safety marshals 
o Meet referee named in the meet package is on site and available for officials 
o All official positions are staffed at a level appropriate for sanction 
o Only authorized individuals have access to the pool deck and swimmers. 
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Á Properly carded member coaches are only found on deck 
Á Properly recorded officials only found on deck 
Á Properly registered and affiliated swimmers are found on deck 
Á No banned or suspended coaches are using the meet as an opportunity to 

consult/coach swimmers on the deck  

Failure to adhere to this expectation may results in the following scope of penalties.  The penalty 
recommendation will be made by the Regional Sanctioning officer to Swim Ontario staff, following the 
report by the inspecting authority. 

¶ Meet Referee name no longer considered valid against a sanction application 

¶ Sanction immediately withdrawn and all times will remain invalid 

¶ Club fine up to and including $500 

¶ Meet Referee or Club suspension of competition sanction privileges for 1 to 3 meets (including 
those currently approved) 

¶ Meet Referee or Club suspension of competition sanction privileges for a specific period of time 
 
 
Following the Meet 
At the conclusion of meet specific steps must be undertaken in order to complete the sanction 
agreement. 

¶ Results must be uploaded to SwimMeet.ca within 7 days of the completion of the meet 

¶ A meet report through SwimMeet.ca must be generated within 7 days of the completion of the 
meet 

¶ Gold Bonus must be paid within 14 days of the completion of the meet 

Failure to comply with all post meet requirements will result in the loss of future sanction ability.  Failure 
to pay Gold Bonus on time will result in a late penalty fee, charged at a rate of $25.00 per month. 

 
Responsibility      Action 

Swim Ontario Periodically identify a Director or Staff to audit meets and 
ensure conformance 

Meet Manager Complies with all aspects of receiving a sanction 

Meet Referee Ensure compliance of all aspects of the sanction 

Staff Calculates affiliation fee and processes affiliation 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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  PROCEDURE MANUAL 
 

POLICY SECTION: COMPETITION - COMPETITION PROCEDURE # C-001-02 

RESPONSIBILITY: EXECUTIVE DIRECTOR   

SUBJECT: OUA VARSITY AND OUA VARSITY/CLUB MEETS EFFECTIVE 
October 28, 

2008 

AUTHORIZED BY:` Swimming Development Committee REVISED  

BACKGROUND 
Ontario University Association competitions are working towards an environment whereby their association and 
competitions are certified yet flexible enough to encompass all demands.  Varsity swimmers are all members of 
Swim Ontario/SNC.  Varsity competitions may be used for Inter-school competitions, open meet qualifications and 
more.  CIS requires sanctioned meet times, found on swimmeet.ca for admission. 
 
POLICY 

OUA Varsity  

¶ These competition applications are only for members of Swim hƴǘŀǊƛƻ ǊŜƎƛǎǘŜǊŜŘ ƛƴ ǘƘŜ ά/ƻƳǇŜǘƛǘƛǾŜ 
ς ¦ƴƛǾŜǊǎƛǘȅέ ƻǊ ά¦ƴƛǾŜǊǎƛǘȅ hǇŜƴέ ŎŀǘŜƎƻǊƛŜǎ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ {ǿƛƳ hƴǘŀǊƛƻκ{b/ ƳŜƳōŜǊǎƘƛǇ 
categories 

¶ Only pools/facilities that have Swim Ontario approved pool depth certificates are eligible 

¶ Applicants for these sanctions are responsible for the sanction process fee only 

¶ Approval or denial of competition applications of this type will be the responsibility of Swim Ontario 
Ǿƛŀ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ άwŜƎƛƻƴ ς h¦!έ ŦƛŜƭŘ ƻŦ ǘƘŜ ǎǿƛƳƳŜŜǘΦŎŀ ǎƛǘŜΦ 

¶ These competitions require a referee certified at a minimum of Level 4.  This referee will then ensure 
that the meet is properly staffed with qualified personnel before the meet can begin. 

¶ These competitions operate under the guidelines and playing regulations of the OUA swimming 
league 

¶ Adherence to the SO and SNC LTADS polices is NOT required 

¶ !ŘƘŜǊŜƴŎŜ ǘƻ ǘƘŜ {hκh{h! ά/ƭǳō hŦŦƛŎƛŀƭǎ 5ŜǾŜƭƻǇƳŜƴǘ tƭŀƴέ ƛǎ bh¢ ǊŜǉǳƛǊŜŘ 

¶ All results from these competitions are considered official results to be uploaded to the SNC results 
database (swimmeet.ca) and subject to verification of membership compliance. 

 
OUA Varsity/Club  

¶ ¢ƘŜǎŜ ŎƻƳǇŜǘƛǘƛƻƴ ŀǇǇƭƛŎŀǘƛƻƴǎ ŀǊŜ ƻƴƭȅ ŦƻǊ ƳŜƳōŜǊǎ ƻŦ {ǿƛƳ hƴǘŀǊƛƻ ǊŜƎƛǎǘŜǊŜŘ ƛƴ ǘƘŜ ά/ƻƳǇŜǘƛǘƛǾŜ 
ς ¦ƴƛǾŜǊǎƛǘȅέ ƻǊ ά/ƻƳǇŜǘƛǘƛǾŜ hǇŜƴέ ŎŀǘŜƎƻǊƛŜǎ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ {ǿƛƳ hƴǘŀǊƛƻ/SNC membership 
categories 

¶ Only pools/facilities that have Swim Ontario approved pool depth certificates are eligible 

¶ Host team must be an OUA Varsity Team 

¶ Maximum of four teams total with a minimum of one OUA team as the host and participant 

¶ OUA Varsity/Club hosted meets being held for club members only, must apply as an invitational meet 
ŀƴŘ ŀǊŜ ǎǳōƧŜŎǘ ǘƻ ǘƘŜ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ƻŦ {ǿƛƳ hƴǘŀǊƛƻΩǎ ƻǇŜƴ ŎƻƳǇŜǘƛǘƛǾŜ {ŀƴŎǘƛƻƴƛƴƎ 
processes.   

¶ All teams must be declared in advance 
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¶ Applicants for these sanctions are responsible for the sanction process fee and Gold Bonus fees. 

¶ Approval or denial of competition applications of this type will be the responsibility of Swim Ontario 
Ǿƛŀ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ άwŜƎƛƻƴ ς h¦!έ ŦƛŜƭŘ ƻŦ ǘƘŜ ǎǿƛƳƳŜŜǘΦŎŀ ǎƛǘŜΦ 

¶ These competitions require a referee certified at a minimum of Level 4.  This referee will then ensure 
that the meet is properly staffed with qualified personnel before the start of the meet. 

 
 
 
 
 

¶ These competitions operate under the guidelines and playing regulations of the OUA swimming 
league 

¶ Adherence to the SO and SNC LTADS polices is NOT required 

¶ !ŘƘŜǊŜƴŎŜ ǘƻ ǘƘŜ {hκh{h! ά/ƭǳō hŦŦƛŎƛŀƭǎ 5ŜǾŜƭƻǇƳŜƴǘ tƭŀƴέ ƛǎ bh¢ ǊŜǉǳƛǊŜŘ 
 
 
 

 
PROCEDURE 
Same process and procedure as currently used for sanction obligation procedures.  Meet Management will select a 
ƴŜǿ ŎŀǘŜƎƻǊȅ ŦƻǊ h¦! {ŀƴŎǘƛƻƴŜŘ aŜŜǘǎ ǿƘŜƴ ƛƴƛǘƛŀǘƛƴƎ ǘƘŜ ǇǊƻŎŜǎǎΦ  ¢ƘŜȅ Ƴǳǎǘ ŀƭǎƻ ŎƘƻƻǎŜ άwŜƎƛƻƴ ς h¦!έ ƛƴ 
order to identify the competition. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Responsibility     Action 

University 
 

Submit and/or ensure completed pool depth certificates 

Meet Manager Upload meet package, meet application checking off the appropriate 
sections 
Ensure Region-OUA has been selected 
All payments and charges complied with as per standard Swim Ontario 
timelines 

Sanctioning Officer 
 

Ensure that all senior official positions are covered and that there are 
names attached to each position. 
In the case of a Varsity/Club competition, ensure the status is as a 
closed meet and limited only to the clubs invited. 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

 



 

59 

 
PROCEDURE MANUAL 

 
 

POLICY SECTION: COMPETITION - COMPETITION PROCEDURE # C-001-03 

RESPONSIBILITY; OSOA   

SUBJECT: SNC WARM-UP PROCEDURES EFFECTIVE April 1988 

AUTHORIZED BY: Board Of Directors REVISED JULY 2005 

Policy Support 

!ǘ ǘƘŜ ŎŜƴǘŜǊ ƻŦ ŜǾŜǊȅǘƘƛƴƎ ΨǎǿƛƳƳƛƴƎΩ ƛǎ ǘƘŜ ǇǊŜǎŜǊǾŀǘƛƻƴ ƻŦ {ǿƛƳ hƴǘŀǊƛƻ ŦƻǊ ǘƘŜ ƭƻƴƎ ǘŜǊƳ ŀƴŘ ǘƻ 
protect them from short sighted, well intentioned or not, activities which impact their development and 
growth. 
 
POLICY  
 
Swim Ontario will no longer tolerate behaviour which breaches pool safety rules, including awards 
ceremonies.  Therefore Swim Ontario will add to the Swimming/Natation Canada Warm-Up Procedure the 
following warning:  "Breach of pool safety rules by members of a club will be reported to Swim Ontario.  
The club may face a fine not to exceed $1,500.00". 
 

 

 
 
RISK MANAGEMENT / WARM-UP PROCEDURES 2008 
 
During the designated warm-up period, the meet management committee shall be 
responsible for ensuring that all Risk Management/Warm-up procedures are followed. It 
is incumbent on all participants, i.e. meet management, coaches, swimmers, and 
officials to comply with these procedures. Non-compliance with these procedures will 
result in a warning or removal of the swimmer from the warm-up pool, and possible 
further reporting to meet management and the Referee for action under rule SW 2.1.1. 
 
Meet management shall designate Safety Marshals to actively monitor the warm-up 
period in the competition pool and ensure compliance with these procedures. Safety 
Marshals should be notified of any disabled swimmers who are participating in warm-
ǳǇǎΦ !ŘŘƛǘƛƻƴŀƭ άǇǊŀŎǘƛŎŜέ ǇƻƻƭǎΣ ƛŦ ŀƴȅΣ ŀǊŜ ǘƻ be supervised by lifeguards and coaches. 
 
ά{ŀŦŜǘȅ aŀǊǎƘŀƭǎ ǎƘŀƭƭ ōŜ ǊŜǎǇƻƴǎƛōƭŜ ǘƻ ǘƘŜ wŜŦŜǊŜŜ ŦƻǊ ŀƭƭ ŀǎǇŜŎǘǎ ƻŦ ǎŀŦŜǘȅ ǊŜƭŀǘŜŘ ǘƻ 
conduct during the warm-ǳǇ ǇŜǊƛƻŘ ΧΦΦ ŀƴŘ ǎƘŀƭƭ ŜƴǎǳǊŜ ǘƘŀǘ ŀƭƭ ŀǇǇǊƻǇǊƛŀǘŜ ǿŀǊƳ-up 
ǇǊƻŎŜŘǳǊŜǎ ŀǊŜ ŦƻƭƭƻǿŜŘΦέ ό/{² нΦмоΦмΦрύ 
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GENERAL WARM-UP RULES: 

¶ Swimmers shall enter the water FEET FIRST in a cautious manner. 

¶ No Running on the pool deck or Diving from the side of the pool. 

¶ Meet Management shall provide signage to indicate designated lane use during warm-
up. 

¶ Notices/barriers shall be placed on starting blocks to prevent diving during the general 
warm-up. 

¶ Diving Starts are only permitted in designated Sprint Lanes during the warm-up period. 

¶ [ŀƴŜǎ ǎƘŀƭƭ ōŜ ƻǇŜƴ ǇǊƛƳŀǊƛƭȅ ŦƻǊ Ψ/ƛǊŎƭŜ {ǿƛƳƳƛƴƎΩ ŘǳǊƛƴƎ ǘƘŜ DŜƴŜǊŀƭ ǿŀǊƳ-up period. 

¶ /ƻŀŎƘŜǎ ŀƴŘ ǎǿƛƳƳŜǊǎ ǎƘŀƭƭ ŀƭƭƻǿ .ŀŎƪǎǘǊƻƪŜǊǎ ϧ {²!5 ǘƘŜ ΨǊƛƎƘǘ ƻŦ ǿŀȅΩ ŦƻǊ ǎŀŦŜǘȅ 
purposes. 

¶ Meet Management may designate a Sprint Lane(s) and/or a Pace Lane(s) throughout the 
general warm-up period. 

 
 
SPECIFIC/SPRINT WARM-UP PERIOD: 

¶ Sprint and Pace lanes must be opened for at least the last 30 minutes of warm-ups or as 
designated by meet management. 

¶ Outside Lanes should be designated as Sprint Lanes. 

¶ hƴƭȅ ΨƻƴŜ-ǿŀȅΩ ǎǿƛƳƳƛƴƎ ǎƘŀƭƭ ōŜ ǇŜǊƳƛǘǘŜŘ ƛƴ {ǇǊƛƴǘ [ŀƴŜǎΦ 

¶ Sprint Lanes, Pace Lanes, and Circle Swimming lanes shall be clearly marked with 
signage. 

 
The following statement shall appear in the meet information and in posted notices: 

 
"SNC WARM UP PROCEDURES WILL BE IN EFFECT AT THIS MEET". 
 
 

EQUIPMENT: 

¶ FLUTTER BOARDS and PULLBUOYS are allowed. 

¶ HAND PADDLES and FLIPPERS (ZOOMERS) are NOT ALLOWED. 
 

 
 
 
 
 
 

Responsibility     Action 

Meet Personnel Informs club and Swim 
Ontario Staff 

Swim Ontario Staff Contacts President, 
Regional Sanctioning 
officer 

President Weighs infraction and, if 
deemed necessary, calls a 
meeting of the Executive 
Committee 

Executive Committee Conducts hearing and 
decides on further action 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 
 

POLICY SECTION: COMPETITION - COMPETITION PROCEDURE # C-001-04 

RESPONSIBILITY: FINANCE/ADMIN COMMITTEE   

SUBJECT: ILLEGAL SWIMMER SUBSTITUTION EFFECTIVE January 2009 

AUTHORIZED BY: Board Of Directors REVISED  

Policy Support 

!ǘ ǘƘŜ ŎŜƴǘŜǊ ƻŦ ŜǾŜǊȅǘƘƛƴƎ ΨǎǿƛƳƳƛƴƎΩ ƛǎ ǘƘŜ ǇǊŜǎŜǊǾŀǘƛƻƴ ƻŦ {ǿƛƳ hƴǘŀǊƛƻ ŦƻǊ ǘƘŜ ƭƻƴƎ ǘŜǊƳ ŀƴŘ ǘƻ 
protect them from short sighted, well intentioned or not, activities which impact their development and 
growth. 

 
Procedure: 

 
1. The penalty for "illegal substitution of a swimmer" will be $100.00 (plus 

applicable taxes) to be paid by the offending swimmer's club to Swim Ontario.   
2. Meet management, in consultation with the Meet Referee, will notify the 

offending club and the Swim Ontario office in writing immediately.   
3. Once the club has been notified, they will have five (5) business days to pay the 

fine in order to maintain their "good standing" with Swim Ontario.  
4. This penalty does not apply to swimmers who, accidentally, swim out-of-order 

on a relay.  
5. Complaint is filed in club file at Swim Ontario office.  
6. If penalty is not received within 5 business days, club and all sanctioning 

officers are informed of the club no longer being in good standing. Club may 
not participate in any Swim Ontario programmes until fine has been paid. 

 
Responsibility      Action 

Meet Managers Report problem to Meet 
Referee 

Meet Referee 
 

Reports complaint & 
action to Swim Ontario 

Swim Ontario Staff File report in club folder 

Club  Sends penalty 

Swim Ontario Staff 
 

Report non-payment to regional 
director & inform sanctioning officers of 
club not being in good standing until 
further notice 

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 
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PROCEDURE MANUAL 

 

POLICY SECTION: COMPETITION - COMPETITION PROCEDURE # C-001-05 

RESPONSBILITY: SWIMMING DEVELOPMENT COMMITTEE   

SUBJECT: 
LTADS - POSITION REGARDING SUIT 

TECHNOLOGY 
EFFECTIVE 

September 
2009 

AUTHORIZED BY: Swimming Development Committee REVISED 
APRIL 

2009-09-04 

Policy Support 
Swim Ontario and the SDC have been monitoring the advancements made in swim suit design and their impact on the 
sport over the past year and has been discussing the possible effects on competition at the Age Group level. 
 
¦ǎƛƴƎ ǘƘŜ {b/ ŀƴŘ {ǿƛƳ hƴǘŀǊƛƻ [¢!5{ ŀǎ ŀ ǊŜŦŜǊŜƴŎŜ ŦƻǊ ŘƛǊŜŎǘƛƻƴΣ {ǿƛƳ hƴǘŀǊƛƻΩǎ ŘƛǊŜŎǘƛƻƴ ƛǎ ǘƻ ǊŜǎǘǊƛŎǘκƳŀƴŀƎŜ 
ǘƘŜ ǳǎŜ ƻŦ άIƛƎƘ-¢ŜŎƘέ ŎƻƳǇŜǘƛǘƛǾŜ ǎǳƛǘǎ ŀǘ ǘƘŜ ŀƎŜ ƎǊƻǳǇ ƭŜǾŜƭΦ ¢Ƙƛǎ Ǉƻǎƛǘƛƻƴ Ƙas been developed in the interest of 
equal opportunity, fair and equitable competition, promotion of competitive readiness and to prevent the 
deterioration of proper skill development in Age Group athletes. 

 

1. All swimwear worn by competitors in sanctioned Swim Ontario competitions conducted in 
Ontario shall be commercially available and as minimum standard in compliance with SNC 
and FINA regulations. 

 
2. Swimwear worn by competitors in sanctioned Swim Ontario Age Group events shall conform 

to the following design- effective September 2009 
i. aŜƴΩǎ {ǿƛƳǿŜŀǊ ƛǎ ƭƛƳƛǘŜŘ ǘƻ ƻƴŜ όмύ ǎǿƛƳǎǳƛǘ ǘƘŀǘ ŎƻǾŜǊǎ ŀǘ Ƴƻǎǘ ǘƘŜ 

body surface from the hips to knee (jammer style). Swimwear must not 
extend beyond the waist or below the knees. 

ii. ²ƻƳŜƴΩǎ ǎǿƛƳǿŜŀǊ ƛǎ ƭƛƳƛǘŜŘ ǘƻ ƻƴŜόмύ ǎǿƛƳǎǳƛǘ ǘƘŀǘ ƛǎ ƻŦ άƻǇŜƴ ōŀŎƪέ ƻǊ 
άƻǇŜƴ ǎƘƻǳƭŘŜǊέ ŘŜǎƛƎƴǎ ǘƘŀǘ Ƴŀȅ ŜȄǘŜƴŘ Řƻǿƴ ǘƻ ǘƘŜ ƪƴŜŜΦ {ǿƛƳǿŜŀǊ 
must not extend below the knees. 

iii. Swimwear must not have a zipper, or any type of fastening system.  
5ǊŀǿǎǘǊƛƴƎǎ ǿƛƭƭ ōŜ ǇŜǊƳƛǘǘŜŘ ƛƴ ƳŀƭŜ άƧŀƳƳŜǊέ ƻǊ ōǊƛŜŦΦ 

iv. For reasons of modesty a brief bottom will be allowed under the suit for 
males and a bikini type top will be allowed for females. 

 
An Age Group Event is defined as any 14 and under swimming event conducted under Swim Ontario 
sanction.  This includes Junior Provincial Championships, Regional Championships and all Club Invitational. 
Please note that this does not apply to any SNC hosted competitions, OUA/CIS competition and Ontario 
{ǊΦ tǊƻǾƛƴŎƛŀƭǎ ƻǊ ǎǇŜŎƛŦƛŎŀƭƭȅ ƛŘŜƴǘƛŦƛŜŘ ŎƻƳǇŜǘƛǘƛƻƴǎ ŀǎ ǇŜǊ {ǿƛƳ hƴǘŀǊƛƻ ŀǎ ά9·9at¢έΦ   
 
The swimsuit policy will be included in the meet package at the time of sanctioning and published with 
the sanctioned meet package on swimmeet.ca. 
This policy will go into effect as of September 1, 2009. 
*Please see the SNC & CSCTA Technology Suit Position Statement to follow 
 

SNC & CSCTA POSITION - Swimming Canada / CSCTA Position Statement: Technology Swim Suits - As a result of 
the wide array of swimsuit options and technologies on the market, and the possible confusion associated 
with the purchase of these swimsuits, Swimming Canada and the CSCTA offers the following guidelines on 
suitable selection of swimsuits at the different levels of development. Swimming Canada and the CSCTA 
strongly supports the tenets advocated in the Long Term Athlete Development Strategy 
(www.swimming.ca/ltad) which highlights the priorities at each stage of development. We recognize that 
education on the issue of swimsuit selection is critical and that our stakeholders (athletes, coaches, 
officials, parents and administrators) share this responsibility. 
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INTRODUCTION: 
Non-competitive and entry-competitive levels 
LTAD: Fundamentals and Learning to Train stages of development 

¶ The simplest competitive suit made by SPEEDO or another manufacturer is all that is required.  
Good fit is important - Snug, simple, basic.   

¶ 9ƴŎƻǳǊŀƎŜ ǇŀǊŜƴǘǎ ƴƻǘ ǘƻ ǇǳǊŎƘŀǎŜ ǎǳƛǘǎ ǘƘŀǘ ŀǘƘƭŜǘŜǎ ǿƛƭƭ άƎǊƻǿ ƛƴǘƻέΦΦΦōȅ ǘƘŜ ǘƛƳŜ ǘƘŜȅ Řƻ ǎƻΣ 
the suit will be exhausted and in need of replacement.   

¶ {ǘŀƴŘŀǊŘǎ ŦƻǊ ǎǳƛǘǎ ǎƘƻǳƭŘ ōŜ ǎŜǘ ōȅ άƳƛƴƛƳŀƭ ŎƻǾŜǊŀƎŜέ:  
o For boys: the suits should be limited from the knee to the navel, or less. Many young 

boys, especially those new to the sport, may balk at using a brief. They may want the 
jammers to the knee.   

o For females: Shoulder straps to hips. Suits that extend over the shoulders and below the 
hips should be discouraged 

 
AGE GROUP DEVELOPMENT: 
Early-mid competitive levels 
LTAD: Training to Train and the initial stages of Training to Compete stages of development 

¶ Athletes should be encouraged to train and compete in άƴƻǊƳŀƭ ǎǳƛǘǎέ ǿƛǘƘ ŀ ƎƻƻŘ ŦƛǘΣ ǿƛǘƘ ǘƘŜ 
same coverage rules as in the INTRODUCTION groups listed above.   

¶ The longer into their careers that an athlete is encouraged to train and compete in the relatively 
ƛƴŜȄǇŜƴǎƛǾŜ άƴƻǊƳŀƭέ ǎǳƛǘǎΣ ǘƘŜ ōŜǘǘŜǊΦ   

¶ High Performance Technology suits should not be considered until the athletes have achieved a 
Senior National qualification standard or higher 

ELITE: 
Later competitive levels 
LTAD: The later stages of Training to Compete Training to Win stages of development 

¶ Swimsuit selection is at the discretion of the individual athletes and their coaches   

¶ Competitors be limited to a single swimsuit or garment approved by FINA 
 
This position statement will be revisited following the outcome of the FINA scheduled meeting in 
Lausanne on February 20, 2009 tasked with reviewing the complexities involved with swimsuit approval 
procedures 
(including material, thickness, use, shape and availability). The conclusions from this meeting will be 
considered by the FINA Bureau at its upcoming meeting scheduled March 12-14, 2009 in Dubai (UAE). 
 
Responsibility      Action 

Staff  

Please note that while every effort is taken to ensure accuracy this procedure may have changed. 
Please contact Swim Ontario staff for any assistance or additional information. 

 


