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INTRODUCTION

Policy:
It is the policy of the Pool Management Committee of the Barton Aquadome to ensure, so far as is reasonably practicable, the health, safety and welfare of staff, pupils and other users within the pool area at all times. 

The Normal Operating Procedures (NOP) will ensure that all reasonable steps are taken to safeguard users of the pool and will ensure, so far as is reasonable, that appropriate risk assessments are undertaken. Where, as a result of the risk assessment, control measures are put into place, these control measures will be brought to the attention of all relevant persons/users of the pool. 

Risk assessments will be reviewed on a regular basis and amended where appropriate. Any amendments will also be brought to the attention of the relevant persons/users.

Procedure:
All staff working within the pool area will be familiar with both the Normal Operating Procedures (NOP) and the Emergency Action Plan (EAP).

Staff must: 
• Be familiar with, understand and adhere to the procedures. 
• Understand their own responsibilities and those of others. 
• Ensure the safety of young people and adults in their care at all times. 

All personnel have a duty of care to ensure a safe environment, where all personnel fulfil their roles and responsibilities.












NORMAL OPERATING PROCEDURES 

1 Details of the Pool 

1.1 Pool Dimensions 
Dimensions given below are approximate.  The pool is rectangular. 
Length – 15 metres 
Width – 8 metres 
Depth:  1.0 metres with a gentle drainage slope to 1.2metres
Total swimming surface – 120m2 

1.2 Pool Temperature 
The pool temperature is maintained at approx 32 ⁰C with an ambient air temperature at 33⁰C.  The minimum temperature for pool use is X and the maximum is X

1.3 Maximum Bathing Load 
The maximum safe bathing load is 35 people.
1.4 Lifeguard Ratio
School swimming	1 lifeguard to 35 swimmers
Public sessions		1 lifeguard
			1 adult in the water per child under 5 years old
Private parties		1 lifeguard
			1 adult in the water per 8 children under 8 years old

2 Safety Equipment/First Aid Supplies 

2.1 Safety Equipment 
The following emergency equipment is located in the Pool Area: 
· Reaching Poles 
· Throw Ropes
· Whistles 
· Pool Alarm

The following emergency equipment is on poolside. 
· Emergency blankets
· Ice packs 

2.2 First Aid Equipment 
The main First Aid box is located in the poolside

2.3 Access Equipment  
**Hoist details to be included**

2.4 Emergency Equipment and Maintenance Arrangements 
· All emergency equipment should be stored on poolside in order to effect quick and easy access when required; 
· Equipment should never be stored in areas which compromise free and easy access around the poolside and adjacent areas. 

Only those who are trained to use the emergency safety equipment are permitted to use it. All rescue equipment will be checked on a daily basis prior to users entering the pool hall and any defect logged and reported to the Centre Co-ordinator. 

If equipment cannot be fixed immediately, it must be removed from the pool area, properly labelled as ‘DEFECTIVE – DO NOT USE’ and stored in a suitable place until such time as it can be recommissioned. All staff are responsible for ensuring that this procedure is followed at all times. 

Daily pool maintenance is completed by the Caretaker and Lifeguard. Checks are carried out on water, cleaning, maintenance of the plant room, equipment and general health and safety. 

The following procedures are undertaken at the intervals stated:
Daily Checks/Duties 
Check Emergency equipment and in position. 
Minimum three times daily check pH, disinfectant and clarity of water. 
Remove debris floating on the surface of the swimming pool. 
Ensure that filters, pumps, etc. are operating satisfactorily. 
Inspect and check emergency lighting. 
Clean changing areas with disinfectant and clean surrounds. 
Floor thoroughly cleansed, with pool water, by a combination of hosing, mopping and scrubbing. 

Weekly Checks/Duties 
Thoroughly clean Pool surround and equipment. 
Clean surface water skimmer baskets of debris. 
Clean the floor of the pool. 
Backwash filter plant or renew filter material, according to type of filtration plant fitted and ensure that the equipment is functioning efficiently. 

Monthly 
Check Emergency alarms. 

Six  Monthly 
Take a sample of water and send to Laboratory for microbiological examination. 

Annual 
Obtain Electrical test certificate (Mains Wiring – 5 yearly). 
Transportable and portable electrical equipment to be inspected. 



2.5 Accident book/reporting procedures 
Accidents/Incidents occurring at the pool must be recorded and considered by the Lifeguard to ensure that safety arrangements remain relevant.  Accidents must be reported to the Centre Co-ordinator.  The Incident/Accident Report Book is located poolside.

3 Systems of Work and Operating Systems 

3.1 Lines of Supervision 
Authority to act as the situation demands is given to whoever is on the scene at the time. 

3.2 Responsibility Structure 
The Head teacher and Governors are responsible for the strategic management of the Barton Aquadome. 

The Pool Management Committee is responsible for the operational management of the pool.

The Centre Co-ordinator is responsible for the management/maintenance of the Barton Aquadome, ensuring the implementation of policy, Normal Operating Procedures (NOP), Emergency Action Plan (EAP), the daily supervision of the use of the facility and ensuring appropriate maintenance checks, water testing and emergency procedures are followed.

The Caretaker is responsible for appropriate maintenance checks and implementation of operating procedure.

The Lifeguard on duty is responsible for ensuring the implementation of policy and operating procedures. 

4 Swimming Pool Hazards 

Swimming pool hazards can be broken down into the following categories: 

4.1 People Hazards 
· Persons under the influence of alcohol or drugs 
· Persons who have consumed food prior to swimming 
· Persons in poor health and/or with medical conditions 
· Weak or non-swimmers 
· Young and/or inexperienced swimmers 
· Persons who are boisterous 
· Youngsters with swimming aids 
· Unruly behaviour 
· Unauthorised access 
· Suspicious persons 
· Wearing jewellery 

4.2 Activity Hazards 
· Diving/jumping 
· Running, pushing and fighting 
· Tag games/horseplay 
· Misuse of facilities or equipment 
· Bombing, acrobatics, throwing games 
· Bullying, smoking, consumption of food or drink 
· Swimming under water 
· Use of flippers, snorkels, face masks 

4.3 Physical Hazards 
· Slippery tiles and/or steps 
· Main water outlets 
· Depth of water 
· Glare and light reflections 
· Electrical sockets/switches 
· Plant room, unauthorised access 
· Chemical storage areas 
· Poor tile condition 
· Water inlets and drains 
· Changing room areas 
· Water temperatures 
· Pool surrounding temperature 
· Clarity of water and vision across the pool area 
· Use of electrical appliances 

5 Controls 

5.1 Supervision 

General 
· Non or weak swimmers who need the use of buoyancy aids, will be monitored closely 
· Nervous/timid swimmers will also be monitored closely. 

It is essential that the recommended levels of supervision are maintained. 

School swimming: 
· Swimmers are supervised by the swimming instructor. 
· All teachers involved in the teaching of swimming will have appropriate qualifications and experience and fully understand their responsibilities. 
· A register of swimmers is taken prior to each lesson.  In the event of an emergency evacuation, this register will be used to check all pupils and accompanying staff have safely left the building.
· The swimming instructor should be able to see all the pupils and the pool bottom throughout the lesson. 
· Appropriate clothing and footwear should be worn by all adults involved in the teaching of swimming to ensure safe and effective teaching and, if necessary, to effect a rescue.
· The medical condition of the pupil must always be considered prior to permitting school swimming sessions.




Public swimming/private hire:
· Young children and young people with medical needs who are not ‘potty trained’ or are incontinent must wear specialist costumes or special ‘swimmer nappies’ to reduce the risk of faecal release. 
· If Moving and Handling equipment is not available a risk assessment must be carried out to determine a safe system for effective entry and exit from water.


5.2 Pool Environment 
The maximum length of time a Lifeguard will normally supervise the pool in one stretch is two hours, however, under exceptional circumstances this may be increased to an absolute maximum of two hours 30 minutes. 

Lifeguards are advised on the best ways of staying alert while on shift.

5.3 Swimmer Behaviour: 
· No swimmer is allowed to enter the water unless specifically directed to do so. 
· All staff and pupils will be made aware of the emergency drill to clear the pool. This will be practiced regularly and be effected by means of an agreed signal e.g. whistle. See Section 8. below for procedures 
· Jewellery should not be worn during swimming activities. The exception to this would be a wedding ring.
· It is a condition of use for safety and hygiene reasons that swim hats are worn. 
· Outdoor shoes are not permitted to be worn around and on the poolside unless shoe covers are used.
· Swimmers are not permitted to run on the pool surrounds. 
· Pushing or pulling of bathers into the water is not permitted.
· 'Bombing' is prohibited. 
· ‘Ducking’ is not permitted 
· No faking injury or faking drowning. 
· Fighting and bullying is not tolerated. Individuals found to be in breach of this rule will be prohibited from the pool.
· Inappropriate behaviour e.g. swearing or intimidation of others will result in the individual responsible being prohibited from the pool. Swimmers must show respect for each other and must not cause any inconvenience to other swimmers. 
· Underwater swimming is not advised unless correct instruction and supervision is given. 
· Gymnastic/Acrobatic movements (e.g. somersaults, handstands etc.) are only allowed under supervision. Any movements deemed dangerous by the instructor or lifeguard are strictly not permitted. 
· Inflatables are only permitted with supervision from a member of pool staff. Care must be taken whilst on and swimming around them. 
· No food or hot drinks are allowed in the pool area. Still water in plastic bottles may be brought into the pool area for hydration 
· Glass/china items of any description are not permitted in the changing rooms or pool area 
· No dogs or other animals are permitted in the pool area. Guide/hearing dogs may be permitted in the changing areas with the permission of the Centre Co-coordinator on booking. 
· Fins, snorkels, masks, balls, hoops, sinkable objects, mats, float boards and armbands may only be used under proper supervision.

5.4 Diving/Jumping Rules 

· DIVING/JUMPING IS STRICTLY PROHIBITED AS THE POOL WATER DEPTH IS 1.0 METRES

5.5 Footwear

· In order to minimise the dirt and harmful bacteria brought into the pool environment, the Lifeguard and staff must ensure that their footwear is clean before walking on poolside. 
· Plastic disposable shoe covers are provided to protect poolside from any dirt or harmful bacteria that may be present. 

5.6 Security 
Effective measures will be taken to ensure that unauthorised access to the pool is prevented. 

The Pool is locked when not in use. 

5.7 Physical Hazards 
· Slippery pool surrounds and changing room floor. 
· Restricted width of pool surround due to permanent or non-permanent obstructions. Staff will ensure that equipment and other paraphernalia are not allowed to accumulate in these areas. 
· Refraction/reflection of natural or artificial light on the surface of the water. This increases the risk of the pool attendant not being able to see underwater. The Lifeguard or water watchers will ensure that they position themselves so that they can see all the swimmers in the water. Moving around the pool edge will reduce the risk of not being able to see some areas of the water. 
· Steps into the water will be regularly checked to ensure that they are not becoming slippery. 
· Poolside drainage. These can potentially trap toes or can be a tripping hazard and therefore need regular checks and maintenance. 
· Permanent obstructions on poolside. In addition to the reduction in width of the pool surround, the obstructions themselves may be a hazard. Disabled hoists, for example, are often a hazard because of their shape. Staff will ensure that swimmers are kept away from the hoist or other equipment whilst in the pool area. 
· The depth of the water. This is clearly a very important hazard to consider, especially when swimmers are out of their depth. Shallow water is also a hazard as there is a risk of swimmers diving or jumping into the water. Adults are aware of the depth of the water and pupils will be reminded that no diving is permitted. 

When assessing all hazards, it is important to consider not just the potential for injury due to the hazard itself but also the potential for a swimmer to consequently fall into the water in an injured or disorientated state.

5.8 Access to Poolside 
Swimmers must not be poolside until the lifeguard is on poolside.

5.9 Lifeguard Hazards 
· The Lifeguard must always check to make sure the life saving aids are in their correct positions whenever they first go on to poolside and return to poolside. 

· The Lifeguard must always be aware of other members of staff or adult helpers, where they are, who they are, and what they are doing. This is essential if use of resources is optimised in the event of an emergency. 

6 Enforcement and Safety Rules

6.1 General 
When the pool is used for school swimming, pupils and staff will be informed of potential risk factors, safety rules and personal hygiene before entering the water on their first visit.

They will also be shown the emergency exits and understand the whistle procedure for an emergency. 

The whistle is an important tool in alerting both swimmers and other staff, but must be used sparingly - its effectiveness will be greater if only used when absolutely necessary. 

1 short blast of the whistle = Swimmers must pay attention to the Lifeguard 
2 short blasts of the whistle = Lifeguard alerting another member of staff 
3 short blasts of the whistle = Lifeguard going in the water. 
1 long blast of the whistle = Everyone exit the water. 

There are also signs and notices displayed which will assist in reducing risks to users whilst in the pool and changing areas. 

6.2 Alcohol/Drugs 
Any person who appears to be intoxicated, under the influence of drugs or not well enough to swim must be excluded from doing so. 

Staff should be aware that some medical emergencies show the same symptoms of intoxication (head injuries or diabetic emergencies). 

7 Lifeguard Training and Qualifications 
It is emphasised that pool operators must be satisfied with all aspects of pool safety; including the availability of suitably qualified lifesavers before any activity takes place. 

An adult holding a current certificate in the following qualification will be on the side of the pool: 
· RLSS National Pool Lifeguard 

In addition, the means of summoning assistance is via:
· School Usage: Pool Alarm is located on the pool wall.  This is linked to the school – only to be used during school hours at term time
· Private Hire & Public Sessions: A fully charged mobile phone must be onsite at all times.   This is the responsibility of the hirer and the lifeguard.







8 Lifeguard Duties and Responsibilities 

8.1 Responsibilities 
The main responsibilities of pool attendant are as follows:

· Be familiar with and ensure the pool normal and emergency procedures are enforced 
· Maintain constant observation of the pool and pool users when on duty in order to anticipate problems and identify any emergency quickly 
· Enforce the pool rules 
· Carry out rescues and initiate other emergency action as and when necessary 
· Carry out immediate first-aid in the event of an injury to a swimmer, or other emergency 
· Communicate with swimmers in order to carry out any of the above 
· Ensure the pool area is never left unattended when swimmers are in the water, or are likely to be in the water or when spectators are present 
· Make themselves familiar with any emergency equipment provided. 
· Communicate with members of staff – pass on or request information whenever necessary 
· Locking up: when working alone or at night at the pool, staff should ensure a designated person is aware of their whereabouts and time schedule.

All the above require absolute concentration and an ability to react to differing situations.

8.2 Lifeguard Supervision Techniques 
· When supervising the swimmers, the Lifeguard must take all reasonably practicable steps to be aware of all the swimmers, what they are doing and where they are. 
· The Lifeguard is expected to scan the area they are supervising on a regular and frequent basis, even while their attention may be focused on one swimmer or a small group of swimmers. 
· With regard to scanning, whenever possible, Lifeguard is expected, as a minimum, to adopt the 10:20 system - this requires the member of staff to scan the pool every 10 seconds, and be no more than 20 seconds away from any incident that may occur. 
· The Lifeguard must not allow themselves to have their attention drawn to one swimmer or a small group of swimmers any more than is necessary. 
· The Lifeguard must place themselves where they are able to see as many swimmers as possible, and be seen by as many swimmers as possible.
· The Lifeguard must be brief when talking to swimmers. If drawn into a conversation with a swimmer or member of staff and the quality of the supervision is affected, the Lifeguard must politely say that it must stop. 
· When talking to either a swimmer or member of staff, the Lifeguard must NEVER stop watching the pool. Staff are advised, therefore, to stand side by side facing the water. 
· The Lifeguard must, so far as is practicably possible, assess the swimming ability/confidence in the water of each swimmer when they first enter the water. 

The first and last rule is the Lifeguard must NEVER stop watching the water.

8.3 Signs of a Potential Emergency 
The Lifeguard must be aware of warning signs that a potential emergency is developing. Examples of such signs are: 
· Worried expression on face of swimmer 
· Cries for help
· Crowd gathering 
· Deliberate waving of arm 
· Sudden submerging 
· Sudden silence 
· Hair over the eyes or mouth 

8.4 Normal Lifeguard Duties 
· Check personal mobile phone is fully charged. 
· Keep poolside area and equipment tidy. 
· Help collect toys, weights and large floating play equipment at the end of the session and tidy away in the equipment boxes. 
· Help set up and take down relevant ropes for swimming lessons. 
· Keep floats off the floors and stack neatly on poolside or place in the equipment baskets, store the woggles in the baskets provided. 
· Carry out water testing before each session
· Carry out regular patrolling so that you can be kept alert and professional. 
· In the case of high risk swimmers, lifeguards should position themselves accordingly. 
· Keep non-swimming children and parents restricted to the specified seating area.  Unsupervised play is not permitted on the balcony or outside the pool area.
· Carry out rescue equipment checks to ensure all whistles, ropes and first aid equipment are where they should be and in good working order. 
· Tidy all equipment away into the store cupboard and the appropriate boxes on the poolside. 
· Maintain a high level of personal hygiene, looking professional and alert at all times.

9 Safety Signage Positions 

Safety Signs are located on the poolside wall.

10 General Building Management 

10.1 Building Maintenance 
The maintenance of the building itself is a site responsibility. Pool management, however, have in place regularly (daily, weekly, monthly, yearly) maintenance systems to ensure the safe running of the pool. This includes ensuring: 

· the pool and changing rooms are clean (see below) 
· the water quality is acceptable (see below) 
· the pool plant and air management systems are running correctly 

Risk assessments are undertaken on hazards which pose a significant risk to swimmers and other users of the pool. Risk assessments are regularly reviewed and amendments made where required. 

10.2 Cleaning 
A daily cleaning routine, in the pool hall and changing rooms, is carried out by the Cleaner to ensure the cleanliness of the pool and changing rooms is of a good standard. Intensive cleaning sessions are scheduled for holiday periods and when the pool is closed.   Please report any issues to the Centre Co-ordinator.

10.3 Water Quality 
· Water testing is carried out daily (min. 3 times) by qualified pool staff. 
· Weekly plant maintenance procedures take place to ensure good water quality. 
· Regular samples are sent away to a specialist analyst for testing. 

10.4 Staff Health & Safety 
All staff are trained in site specific risks and hazard spotting (as detailed above in Section 4) and are provided with a copy of the NOP and EAP. Staff will be asked to confirm that they have read and understood both documents.

10.5 Plant Room 
Only fully trained members of staff will have the following duties: 
· Take and record daily water quality readings 
· Handle Pool Chemicals 
· Maintain plant machinery systems 

Personal protective equipment (PPE) is provided for staff to undertake the above tasks and training is provided in its use. 

10.6 Cleaning
· All COSHH documents are kept with the chemicals for ease of use and staff made aware of them. 
· A chemical symbols poster is in place on cleaning cupboard 

10.7 Manual Handling 
· Staff are trained in basic moving and handling techniques so that they are aware of the correct way to move and handle any equipment they are using. 
· When chemicals are delivered, sufficient space for parking is provided close to the storage area to minimise any moving and handling. When handling chemicals suitable scoops have been provided to discourage manual handling. 
· Risk assessments will be completed for any moving and handling tasks that cannot be eliminated. 
· Employees who are required to undertake moving and handling activities must be competent in the correct handling techniques. 

10.8 Electricity 
General 
· All plug points within the pool building are waterproof and fitted with a circuit breaker.  All electrical items are annually PAT Tested. 
· A current electrical test certificate will be obtained. This will be issued by a competent electrical contractor. 

Lighting 
A good standard of illumination is important and consideration is given to the following points: 
· External windows are kept clean. 
· Artificial lighting is arranged so that pool reflections particularly during light loads are minimised. The lighting is maintained in good working order with units kept clean. 
· Emergency lighting is tested monthly. 

10.9 Pool Covers
The pool cover should be in place on the water when the pool is not in use.  Training will be provided.

11 Recording Use of Pool 

It is important to record the usage of the pool in order to assist any risk management process, assist any accident investigation, assess the usage in relation to the water treatment and plant etc. 

The Centre Co-ordinator maintains the diary.  Booking enquiries must be directed to the Centre Co-ordinator.  Lifeguards should not accept bookings directly. 

12 COSHH 

12.1 General 
Under the Control of Substances Hazardous to Health (COSHH) Regulations a COSHH assessment must be undertaken of all the hazardous substances before the substance is used. The COSHH assessment will identify the hazards associated with the substances, the control measures to be put in place to minimise the level of risk, any personal protective clothing/equipment identified and operator training. Safe systems of work must also be devised and followed to protect employees and others from contacting, ingesting or inhaling harmful materials. 

Depending upon the type of disinfection system, some or all of the following protective clothing may be needed during delivery, handling of materials, cleaning or maintenance: 

· impervious boots; 
· impervious aprons; 
· impervious gauntlets; 
· eye protection to BS2092:1987 (BS EN 166, 167 and 168); 
· respiratory protection to BS4275 and BS2091 for systems using normal plant operation implies a list of exposure to toxic gases. 

12.2 Additional Controls 
· When handling dry materials, employees, pupils or visitors should not be exposed to excessive dust. Where necessary conditions for weighing or measuring out materials should be carefully controlled. Exhaust ventilation may need to be considered 
· Chemicals should be stored in their original containers and care taken to ensure that containers are kept tightly closed; that they do not leak and are clearly marked to show what they contain. These are stored in a purpose built chemical store 
· Different chemicals should never be mixed and steps should be taken to prevent the possibility of accidental mixing. Chlorine compounds used at swimming pools must be kept apart from acid materials as mixing of even small quantities may cause rapid generation of highly toxic chlorine gas. 
· Vessels used to measure or otherwise contain chemicals should be well washed out with water before and after use. 
· When diluting or dissolving a chemical, where this is appropriate, always add the chemical slowly to the water, never the water to the chemical. 
· Chemicals must not be stored in boiler rooms. Ensure that rooms in which chemicals are used and stored are cool, dry and well ventilated and secure and that they are kept clean. 
· Rooms, cupboards and other places used for the storage and handling of swimming pool chemicals must be kept locked and only entered by authorised persons. 
· Spilled chemicals must be cleared away and disposed of safely following the suppliers/manufacturers guidance, washing down as necessary. Empty chemical containers must also be disposed of safely. 
13 Specialist Activities 

13.1 Small Aquatic Toys 
The main hazard associated with small aquatic toys arises as a result of their size permitting young children to put them in their mouths thus causing a choking hazard. 
· All toys will be no smaller than 35 mm in diameter.
· Ensure non swimmers are in armbands or swimfin.

14 Non-Inflatable Play Structures (e.g. floats, rafts) 

When using non-inflatable play structures staff will have regard to the following control measures: 
· Weak or non-swimmers will always be supervised according to their individual needs when using a non-inflatable device 
· The use of non-inflatable devices will be closely monitored by staff to ensure that the equipment is not being used too close to the pool surround which increases the risk of injury due to impact with the pool surround. 
· The Lifeguard will ensure that all swimmers can be seen at all times in order to ensure that they have not fallen below the device. 

15 Photography 
Photography and recording images of any kind is permitted only with the written authorisation of the pool management in advance of the session. Permission can be obtained from the Centre Co-ordinator.
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