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Introduction

Affiliating a club consists of 2 parts.

Part 1: Affiliating Club Members

Part 2: Affiliating the Club

Part 1: Affiliating Club Members

Check members fulfilling
a role have appropriate
credentials

Renew existing club
members membership

Purchase membership
for new club members

Part 2: Affiliating the Club

Check all club contact
details are correct

Assign club members to
committee roles

Upload relevant club
documentation

Check Family Members
are assigned to their
families

Fill in Disciplines and
Disability/Accessibility
information
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Part 1: Affiliating Club Members

Check members fulfilling
a role have appropriate
credentials

Renew existing club
members membership

Purchase membership
for new club members

Check Family Members
are assigned to their
families
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Click on the link below and log in using your JustGo log in details
JustGo sign in page

Step 2

Step 3

Once logged in, click on the three little lines in the top left of the screen,
shown circled in red in the image below.

Step 1

Check the Affiliation pack for relevant information including

Affiliation deadline

Affiliation & Safeguarding requirements

Affiliation discounts

https://swimireland.justgo.com/Account.mvc/SignIn
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Step 5

This will bring you to your club profile, similar to the one shown in the image
below.
Click on the tab that states Families, shown circled in red.

Step 4
A menu will pop out, scroll to the bottom until you find the button shown in
the image below and click on it.
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Step 6

This will bring you to the families section of the club profile.  It is important
that any members within the club that are members of the same family are
assigned a family group.  If you have families already assigned to certain
members of the clubs, double check that the family groupings are correct.
If you wish to create new families click on the Add Family button shown circled
in red in the image below.
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Step 7

A pop up will appear on screen.  Enter in the email address, or Swim Ireland
number of the member you wish to add to the family group in the search bar
and select the member you wish to add from the drop down that appears as
shown in the example below.
Once this is done, click the add button circled in red in the image below.

Repeat this step, for each member you wish to add to the same family.
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Step 8
Now click on the button with the pencil icon, shown circled in red in the image
below to edit the name of the family.

Step 9

Change the name to match the surname of the family and click the green tick,
shown circled in red in the image below.
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Step 10
Once all family members are added and the name of the family is correct, click
the save button shown circled in red in the image below

Step 10
Double check the families are correct and click on the club members tab shown
circled in red in the image below.
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Step 11

This will bring you to the club member profiles. Click on the membership
button shown circled in red below.

Step 12

A Dropdown will appear, click on the Bulk Renew option shown circled in red in
the image below.
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Step 13

This will bring up a list of all members who have membership that can be
renewed.
Select the members whose membership you wish to renew by clicking on the
check boxes in the right column, shown circled in red in the image below.

Bulk Renewing members will only renew members with the same membership
they previously held.  To change a members membership, please see the
Adding Membership to a Member Guide.
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Step 14

Once all the appropriate members are selected, click on the renew button
shown circled in red in the image below.
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Step 15

A pop up window will appear.  If all memberships you wish to renew has been
added to cart select Yes, proceed to cart shown circled in red in the image
below, otherwise, select no, not yet and proceed to add any other
memberships you wish to purchase to the cart.  Details on how to add a
membership to an individual member, can be found in the “Adding
Membership to a Member” resource document
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Step 16

You will be brought to the checkout screen.  Double check the list of names, to
be sure that all the memberships you wish to purchase has been added to the
cart.
Click the appropriate payment method for your club, shown by the orange
arrows in the image below to complete this transaction.
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Step 17

A pop up window will appear, the contents of the window will vary based on the
type of payment selected.  Examples are shown below, pay with card on the
left and pay via bank on the right.
Make sure that the appropriate email address has been selected for the
payment by clicking on the boxes highlighted by the orange arrows in the
images below.

Once the appropriate member details have been selected and all the details
filled in click the pay/confirm button shown circled in red in the images above.
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Step 18

A payment confirmation screen will appear.  A PDF receipt can be downloaded
if needed by clicking on the button highlighted by the orange arrow.
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Part 2: Affiliating the Club

Check all club contact
details are correct

Assign club members
to committee roles

Upload relevant club
documentation

Fill in Disciplines and
Disability/Accessibility
information
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Click on the link below and log in using your JustGo log in details
JustGo sign in page

Step 2

Step 3

Once logged in, click on the three little lines in the top left of the screen,
shown circled in red in the image below.

Step 1

Check the Affiliation pack for relevant information including

Affiliation deadline

Affiliation & Safeguarding requirements

Affiliation discounts

https://swimireland.justgo.com/Account.mvc/SignIn
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Step 3
A menu will pop out, scroll to the bottom until you find the button shown in
the image below and click on it.

This will bring you to your club profile, similar to the one shown in the image
below.
Click on the tab that states Club Affiliation, shown circled in red.

Step 4



Completing Club Affiliation

Club Support Guide swimireland.ie

Step 5

Select the appropriate type of club option, based on club type.  Club Adult-
only should only be selected if your club is a Masters club.  All other types of
club should select the Club - General option as shown in the example below.
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Step 6

Once you have selected the appropriate club type, follow the onscreen
options, being sure to select all disciplines your club provides for it’s members
and the region your club is located in..
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Step 7

Scroll down the screen and fill in the details regarding the needs of your club
members, as shown in the example below.
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Step 8

Fill in the mandated committee roles with the appropriate club members, this
is done by clicking on the ADD button for each role shown circled in red on the
image below.
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Step 9

A menu will appear on the righthand side of the screen.  Select the appropriate
member for each role by checking the check box shown circled in red in the
image below.
Be sure that each member have the appropriate requirements for each role
before assigning them to the role.
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Step 10

Check the members assigned to the roles are correct.  If there are any errors,
select the edit button shown circled in red in the image below.
If the members assigned are correct repeat the above steps for the non
mandatory roles, if you have club members fulfilling those roles.
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Step 11

Fill in the club email contact details.  The email addresses should be official
club email addresses and not personal email addresses, as shown in the
example below.

The club constitution should also be uploaded at this point too. click on the
add button shown circled in red in the image above.
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Step 12

Upload the relevant club documents.
Annually a Club Constitution will need to be uploaded.
Every 2 years a Risk Assessment and Child Safeguarding Statement will need to
be uploaded. 
In the example below, all 3 documents will need to be uploaded.
Start by clicking the Add button under the document title you wish to upload,
shown circled in red in the example image below.  In this example we will use
the club constitution document.
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Step 13

A menu will appear on the righthand sign of the screen as shown in the
example below.
Click the next button shown circled in red in the image below.

Step 14

This will bring you to the next step.  In the box marked provider, shown by the
orange arrow in the image below, fill in your swim club name.  The start date
should be the day the constitution is uploaded.
Click the next button shown circled in red
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Step 15
This will bring you to the final step of uploading the constitution.  Click the
Upload button shown circled in red in the image below.

Step 16

A pop up window will appear.  Click on the “Choose File” button shown circled
in red below
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Step 16
Another pop up window will appear.  Select the constitution file to upload.
Note the file name should be in the form Constitution2025ClubName and the
file type should be a PDF as shown in the example below.
Once you have selected the file you wish to upload, click the open button
shown circled in red in the image below.

Step 17

This will bring you back to the original green pop up window.  Double check the
file that has been selected is the correct one, in the example below it is
highlighted by an orange arrow.  If correct click the Upload button circled in
red in the image below.  If incorrect, repeat the previous 2 steps above
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Step 18
This will bring you back to the menu that appeared on the righthand side of the
screen.  Check the file name that has been uploaded is correct, this is done by
looking in the box highlighted by the orange arrow. 
If correct, click on the Finish button shown circled in red in the image below.
If incorrect, click on the delete button shown circled in purple and repeat the 3
previous steps above.
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Step 19
A confirmation pop up window will appear, as shown below.  The uploaded
constitution will be reviewed by the Swim Ireland clubs team and the
appropriate actions taken, either approved, or feedback provided to the club
regarding any amendments that need to be made.
Click the Ok button shown circled in red in the image belwow.

Step 20
The uploaded constitution file will now show as in the example below.  If it is
the year a Child Safeguarding Statement needs uploading click the Add button
under the title Child Safeguarding Statement, shown circled in red in the image
below.  Otherwise skip to step 27.
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Step 21
A menu will appear on the righthand side of the screen as shown in the image
below.
Fill in all the relevant details, select today’s date from the date menu that
appears and under the Cert ID enter Child Safeguarding Statement as shown in
the image below.
Once this is done click on the grey box marked by the orange arrow in the
example image below to upload the Child Safeguarding Statement.
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Step 22

A window will pop similar to the one in the example image below.  Select the
Club Child Safeguarding Statement.  Be sure to call the file Club-CSS-2025-
ClubName and using the PDF file type.  As shown in the image below for a
fictitious swim club called Goldfish SC.
Once the appropriate file has been selected, click the open button, shown
circled in red in the example image below..
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Step 23

The file will now appear on the previous pop out menu as shown in the example
image below.  If you have selected the incorrect file, select the dustbin icon,
shown circled in orange in the example image below to delete the file and
repeat the previous step.
If the correct file has been uploaded click the save button circled in red in the
example image below
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Step 24

The Child Safeguarding Statement will now appear under the Document
Uploads section as shown in the example image below.  Now click the Add
button under the title Safeguarding Risk Assessment to upload the club
safeguarding risk assessment to the system.  The Add button is shown circled
in red in the example image below.
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Step 25

A menu will appear on the righthand side of the screen, similar to what is
shown in the example image below.
Select today’s date for the Start Date.  Online for the Source. Write Swim
Ireland as the provider and Safeguarding Risk Assessment for the Swim Ireland
Cert ID.
Then click on the grey box shown in the example image below by the orange
arrow.
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Step 26

A window will pop similar to the one in the example image below.  Select the
Club Safeguarding Risk Assessment.  Be sure to call the file Club-RA-2025-
ClubName and using the PDF file type.  As shown in the image below for a
fictitious swim club called Goldfish SC.
Once the appropriate file has been selected, click the open button, shown
circled in red in the example image below..
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Step 27

The file will now appear on the previous pop out menu as shown in the example
image below.  If you have selected the incorrect file, select the dustbin icon,
shown circled in orange in the example image below to delete the file and
repeat the previous step.
If the correct file has been uploaded click the save button circled in red in the
example image below
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Step 27
All files should now appear under the Documents Upload section as shown in
the example image below.  If it is a year to upload the Child Safeguarding
Statement and the Safeguarding Risk Assessment there will be 3 files shown
pending approval, otherwise there will be a single file representing the club
constitution shown pending approval
Check the confirmation box confirming all members have agreed to abide by
the code of conduct they have signed, shown circled in orange in the example
image below.
Finally click the checkout button shown circled in red in the example image
below.



Completing Club Affiliation

Club Support Guide swimireland.ie

Step 28
A pop up window will appear.
If all information has been entered, and you are happy it is correct, click on
Yes, Proceed to cart, shown circled in red, otherwise click No, not yet.

Step 29
This will bring you to the checkout screen.  Similar to checking out the
individual members membership, click on the appropriate payment button and
repeat Step 17
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Step 30

A payment confirmation screen will appear.
Again a PDF version of the receipt can be downloaded by clicking on the
button shown circled in red in the image below.

Congratulations, you have completed the club affiliation process.


