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Welcome  
This user guide has been created to guide you through the Swim School Online 

Management System so you are able to view and amend your Swim School details as well 

as completing the tasks required as an Online Administrator, particularly during your annual 

renewal.  
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Activating Your Account  

Welcome to the Swim School Online Management System (SSOMS). If this is the first time 

you have visited the SSOMS, you will need to activate your account. SSOMS can be 

accessed by going to www.swimmingmembers.org select the “Activate Membership” tab 

as illustrated below 

  

. To activate your account, you will need the following: 

 Your Swim England ID Number  

 The email address held by Swim England  

 Your surname 

 
Once you have filled the above boxes with the required information, please select 

“Activate”.  
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Activation Enabled  

If the activation was successful, a message will appear informing you that an email has been 

sent to the specified email address.  

 

Please open this email within your inbox (please ensure you check your spam and junk mail 

folders) which will be titled “SE Online Membership System – Account Activation enabled”. 

You will need to click on the link within this email to complete your activation.  

 
PLEASE NOTE:  
This link is only valid for 24 hours. This link will expire after this period and you will 

need to restart the activation process.  

 

Once you have clicked the link within the email, it will direct you back to the OMS. You will 

again need your Swim England ID number to finish activating your account. Once you have 

entered your Swim England ID number in the box titled Membership Number, please select 

“Continue”.  

 

 

 
The next page will display your details (name, DOB and address) that are held within our 

central database and can be amended once you have logged in to SSOMS. If this is not you, 

please select “Cancel”.  

The bottom of this page requires you to create a password. As instructed, this password 

must be at least 8 characters long and contain a mix of letters and numbers. Once you have 

created and confirmed your password, please select “Continue”.  
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Congratulations! You have successfully activated your SSOMS account. Please keep a note 

of your password and ID number as you will need these to log in.  

 

Activation Failed  

If the details you have entered (ID number, email address or surname) do not match the 

information held within our database, you will be presented with the below message.  

 

Please check the information you have entered and re-enter if necessary. You may need to 

refresh the page before re-selecting “Activate”.  

If the system is still not recognising your information, please contact the Swim School team 

either via email or telephone who will be able to check and update your details:  

swimschools@swimming.org  

01509 640727  

mailto:swimschools@swimming.org
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Logging In  

On the welcome page, there is a “Log-On Area” as displayed below.  

 

You will need to enter your username (this will either be your ID number or registered email 

address) and password. Your password is the password entered upon activating your 

account.  

When you have entered both your username and password, please select the blue “Log-In” 

button.  

PLEASE NOTE:  
If you cannot remember your password, please select “Forgotten Password?”.  

 

Upon logging in you will be presented with a “Welcome Back” message which provides an 

option to “Log Out” and “Help”. Selecting “Help” will provide contact details for the Swim 

England Swim School team and this OMS Summary Guide.  

 

PLEASE NOTE:  

If you are an Online Administrator or Deputy for your Swim School, you will be given 

the option to either “Login as a Swim School Online Administrator” or “Login as an 

individual”. If you are logging in as a Swim School Administrator, please see page 10 

for further instructions. 
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Logging in as Swim School Individual 

Once you have logged into your Individual profile, you will be taken to the Individual 

Summary page which will include any notifications, your most recent activity, the list of 

Swim School and clubs you are associated with, your personal details and an option to 

change your password.  

If you haven’t yet completed your Diversity Profile you 

will be prompted to complete this before moving on. See 

page 9 for further instructions 

 

 

 

To view and amend any details, please select “Edit Details”. This will list the following tabs:  

 Individual Detail  

 Schools 

 Amendments  

 Data Protection Choices  

 Diversity Profile  

 

 

Individual Detail  

The Individual Detail tab will list your personal details.  

You are able to amend all the details listed on this page aside from your Individual 

Number and Sex, Name or DOB.  

To amend your Sex, you will need to contact the membership team 

(swimschools@swimming.org) in order to get this processed.  

To amend your Name and DOB please contact your Swim School you may have to provide 

proof of name change to your Swim School. 

 

Schools 

The Schools tab will list the details of the Swim Schools you are registered  

 

Amendments  

The amendments tab will display any amendments made by your Swim School or Club (past 

and present).  

 

 

mailto:swimschools@swimming.org


Swim School OMS Summary Guide 

8 | P a g e  
 

Data Protection Choices  

The Data Protection Choices tab is where you are able to select and amend what 

information you would like to receive from Swim England and the Institute of Swimming. 

Diversity Profile  

The Diversity Profile tab allow you to complete information that Swim England will use to 

identify areas of under representation and helps guide our inclusion strategies.  

There is an option to “Prefer Not to Say” for each question if you do not wish to disclose this 

information.  

Please ensure you have selected “Save” at this bottom of this tab once you have updated 

your Diversity Profile.  

PLEASE NOTE:  

Updating your Birth Sex within the Diversity Profile does not update your Swim 

England record and as such, you will need to contact the membership team to get this 

formally amended.  
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Logging in as Swim School Administrator  

Once you have selected “Login as Swim School Administrator”, you will be taken to the 

Swim School home page which will look like the below:  

 

Navigating Around OMS as an Online Administrator  

Swim School Home Page 

Upon logging in to the Swim School’s account, you will automatically be taken to the Swim 

School’s Home Page which lists the School Summary. This section will detail any urgent 

notifications, recent activity, the date your swim school is due to renew a list of online 

administrators and a total count of individuals within the Swim School.  

To the right of this section, there is a “My Messages” tab which will list the most recent 

messages specific to the Swim School. If you wish to delete these messages, please select 

the red X in the top right-hand corner of the message.  

There is also an “External Links” tab which will detail other relevant websites which may 

be of use to your swim school.  
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Details  

The Details tab lists the information specific to your swim school the following will be 

displayed on Poolfinder (https://www.swimming.org/poolfinder/), Swim School name, main 

email, main contact number and website address. This includes the Swim School name, the 

main email address, main contact number, website address, Facebook link, Instagram link, 

Twitter link, Companies House Number and Charity Number.  

The Swim School name, the main email address, main contact number are required fields 

and will be populated from your membership information.  

 

Amending Details:  

Swim School Name & Website  

 If you wish to amend the Swim School’s name, please contact the Swim England 

membership team by email Swimschools@swimming.org. 

 To add/update the link to the Swim School’s website, please copy the link into the 

box next to “Website”. You may only add one website.  

 To add/update the link to the Swim School’s Facebook, Instagram or Twitter account, 

please copy the links into the box next to the relevant information. 

 To add/update Swim School’s Companies House number type this in to the box 

“Companies House Number” 

 To add/update Swim School’s charity number type this in to the box “Charity 

Number” 

PLEASE NOTE:  

Please ensure you select the green “Save” button at the bottom of the Details tab to 

save and update your changes.  

 

 

https://www.swimming.org/poolfinder/
mailto:Swimschools@swimming.org
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Staff 

This section will outline how to search for and view all swim school staff, add 

new staff, make amendments to current staff and remove staff. This section is 

particularly important for the swim school’s renewal.  

Individuals 

The first option under this tab is “Individuals”. This will display all current 

swim school staff as illustrated below:  

  

The top of this section provides a key to indicate the status of each individual’s registration. 

The description for each status is detailed below: 

 

This individual’s information has been 

amended/updated however the batch 

has not yet been submitted for 

processing.  

 

This Individual belongs to another 

Swim School or club and their 

information is in the process of being 

amended/updated by them. 
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You are able to search for individuals using the search function as illustrated below:  

 

Underneath the key there is an option to Add New Individuals, Download PDF, Print and 

Add to Batch, as illustrated below:  

 
Adding New Individuals 

 To add new staff, please click “Add New Individual”  

 Please see page 14 for detailed instructions on adding new staff 

 
Download PDF 

 Selecting “Download PDF” will open a pdf document listing all your current staff, 

this will list their role within the swim school, DBS valid to date, Safeguarding valid to 

date and any teaching/coaching qualifications.  . This is the Swim School 

Personnel Report which will need uploading to the Swim School Portal. 

Print  

 Selecting “Print” will open a new web page to allow you to print a full list of all swim 

school staff as displayed on the School Staff page  

 

 You will also able to save a PDF version of this list if required using the “Print” 

function by amending the print destination to “Save as PDF”  

 
 
 
  

 

This indicates that Swim England are 

processing a submitted batch that 

included this individual.  
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Add New Individual 
The second option listed under the Staff tab is to add a new Individual. Once 

you have selected this, you will be taken to the below page: 

 

 

 If you are aware of a current or previous Swim England membership number, please 

enter this in the relevant field (this will enable the membership team to link the 

correct record to the correct individual if they are a current or past member of Swim 

England)  

 
Please ensure you are inputting the correct information for the Individual however if you are 

struggling please contact the membership team who will be able to assist 

(swimschools@swimming.org) 

PLEASE NOTE:  

Please ensure you tick the box next to the phone number and email address as this is 

what Swim England will use to contact the individual and what the Individual will need 

to login to their own account. You will only be able to tick one main phone number 

and one main email address.  

 

Once you have inputted the relevant information, please select the green “Save” button 

under the Swim England privacy policy. This will add this Individual to a new or existing 

batch (if not yet submitted). For more information on batch management, please see page 

16.  

mailto:swimschools@swimming.org
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Cannot Add individual:  

If there is an individual in a batch with similar or identical details to the individual you are 

trying to add, you will be presented with the below message:  

 

If you are adding a genuine new individual who is not already in the batch, please continue 

by selecting “Save”.  

If the details you have entered are identical to the ones being flagged, please select 

“Cancel” as this will prevent you adding duplicate individuals to the same batch.  

If you add them as a duplicate by mistake and need to remove them, please see page 16 for 

further details.  

 

Lapse Individual Finder  

If you need to search for and/or re-add a lapsed individual to the swim school, you are able 

to do this via the Lapse Individual Finder.  

PLEASE NOTE:  

This function only stores the lapsed individual’s details for 3 months from the date 

they were removed from the swim school list. If after 3 months, you will need to add 

them as a new individual.  

 

 

To re-add this Individual, you will need to select the arrow underneath “Details”.  
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This will open up the individual details page on 

the “Action” section select “Amend” and then 

Save 

This will automatically add this previously lapsed 

individual to a batch.  

If you need to make any amendments to a 

lapsed individual please add the individual to 

your batch and make changes within the pre-submission tab from your Batch Management 

tab. 

 
 

Batch Management 

The Batch Management tab will list all batches created by the swim school and the Swim 

England membership team, including batches from previous years and those not yet 

submitted.  

 

 

 

 

 

Each time a batch is created, a new batch 

number is generated. Please quote this number 

when contacting Swim England with batch 

queries.  

 

States the date and time a batch was last 

amended/updated.  

 

Number of individuals in the batch  

 

This will display either pre-submission, match 

members, admin amendments, or complete. 

Match Members/Admin Amendments – are 

batches currently being processed by the 

membership team 
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Removing/Amending Individuals in Batch Management  

 Click in the Batch Number, this will open the batch so you can view the individuals 

within the batch 

 To remove an individual from a batch, please select the red X within the “Remove” 

column  

 To amend an individual within a batch, please select the pencil button within the 

“Amend” column to make any necessary amendments before submitting the batch  

 

Please ensure you have selected “Save” when making any amendments within 

the batch. 

 

 If you have submitted the batch and need to remove or amend an individual, please 

contact the membership team with the batch reference number and relevant 

amendments – swimschools@swimming.org  

Submitting a Batch  

To submit a batch click in the Batch Number, this will open the batch so you can view the 

individuals within the batch.  Click on the “Submit” button.  

 

When you have submitted the batch, you will be presented with the below page:  

 

 

Please ensure you have read and ticked the three statements before proceeding.  

Please Note: Your first batch must include your Welfare Officer details, Your Welfare 

Officer must be an individual who solely does this role. If a Welfare Officer isn’t 

selected you will not be able to submit the batch. 

mailto:swimschools@swimming.org
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School Admin 

The School admin tab allows the main online administrator to set up 

four additional deputies to access the Online Management System. 

You can only add an individual that is listed on your Swim School Staff 

list as a deputy, you will need to register these individuals prior to adding them. 

To add a new online administrator click on “Add New Administrator” a drop down box will 

appear, select an individual from the list and then select the permissions you wish them to 

have. 

 

 

PLEASE NOTE: the swim school can only have five online administrators at any one 

time. This consists of one main online administrator who will have access to set 

deputies and their privileges, Swim England will set up your main online 

administrator if you need to amend this please email swimschools@swimming.org. If 

the swim school needs to add a new deputy but there is already the maximum four 

additional administrators, one of the existing deputies will need removing. 

 

Messages  

This tab will list all recent messages relevant to the Swim School sent by the Swim England 

membership team.  

 
 

Change Login  

This tab will allow you to switch from the Swim School’s account to your personal account. 


