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The document comprises of the following: The Pool Safety Operating Procedures ï Normal Operating 
Plan (NOP) and the Emergency Action Plan (EAP). 



Bishopõs Waltham Junior School Swimming Pool Normal Operating Procedures 
  

 

 
 
 
 
 
 
 
 
 
 
 
 

Oak Road 
Bishops 
Waltham 
SO32 1EP 

 
 
 

Forward 

At Bishopõs Waltham Junior School we accept our responsibility to maintain a healthy and 
safe environment for all the people who use the pool facilities.  This Pool Safety Operating 
Procedures (PSOP) document is intended to reduce the risks to pupils, service users, private 
users and employees. However it is the general safety awareness and prompt actions of 
people that will ensure the safest possible environment for all in the future. Complacency is 
our greatest hazard. 
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replaced . Thanks must go to Andy Fenner, project Manager on behalf of HCC,  Vales 
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To other pool operators 

In the same spirit of collaboration and teamwork we extend to others the opportunity to use 
this documentation and adapt it to suit your circumstances. Please remember, however, 
that this document is specific to our pool. Each pool operator must accept the responsibility 
for establishing the health and safety practices relevant for your unique pool site. 

 
 

Bishopôs Waltham Junior School Updated July 2016 
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Normal Operating Plan (NOP) 
 
This Normal Operating Plan (NOP) details the procedures in place for the safe management 
(under normal conditions) of the swimming pool located at Bishopôs Waltham Junior School. 

Staff and those responsible for groups using the pool under a hire agreement must all be aware 
of the procedures to be used and must be trained to work in accordance with the provisions 
included in this plan. The Pool Manager (Darren Campbell ï Headteacher) has a duty to 
check compliance with the requirement of this plan and to regularly review the provisions made 
in it.  

The plan will be assessed and reviewed from time to time on an informal basis by the Pool 
Plant Operator, Pool Manager and members of Bishopôs Waltham Community Swimming 
Group, and on a formal and annual basis by Headteacher/Governing Body 

 

SECTION 1: ROLES AND RESPONSIBILITIES 
POOL MANAGEMENT CONTACTS 
 

SECTION 2: DETAILS OF THE POOL AND PLANT 
 

SECTION 3: POTENTIAL RISK FACTORS 
 

SECTION 4: LIASION WITH POOL HIRERS/USERS 
 

SECTION 5: SAFETY RULES 
 

SECTION 6: SUPERVISION AND TEACHING RATIOS 
 

SECTION 7: LIFEGUARD AND LIFESAVERSô DUTIES AND 
RESPONSIBILITIES 
 

SECTION 8: FIRST AID ARRANGEMENTS AND SAFETY 
EQUIPMENT 
 

SECTION 9: GENERAL POOL OPERATING PROCEDURES 
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APPENDIX A   Pool Plan  

APPENDIX B   Risk Controls for Foreseeable Hazards  

APPENDIX C   Pool Management Contacts  

APPENDIX D   Terms and Conditions for Hirers  

APPENDIX E   Emergency Action Plan and Incident Guidelines  

APPENDIX F   Evacuation Routes and Assembly Points  

APPENDIX G  Class Management and Guidance notes for Risk Assessments  

  APPENDIX H   Pool Maintenance Schedules ( not in Hirerôs Guide) 

  APPENDIX I   Daily Operational Log 

  APPENDIX J   Risk Assessment Form 
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SECTION ONE:  ROLES AND RESPONSIBILITIES/CONTACTS 

 
Responsibilities: 
 
Pool Manager: Mr. Darren Campbell (Head Teacher BWJS) 
 
At Bishopôs Waltham Junior School the person with overall responsibility and full 
accountability for the safe operation of the pool is the Head Teacher (Mr. Darren Campbell) 
He will hold the title of Pool Manager. 
 
To ensure that all activities relating to the use of the pool are undertaken in a safe manner and 
all legal, corporate and departmental requirements are met, the pool manager will have 
responsibility for: 

 
¶ Ensuring that all pool use is managed in accordance with the guidelines laid down in 
the Health & Safety Executive document HSG 179, óSwimming Pool Water -Treatment 
& Quality Standards for Pools & Spasô and Safety in PE and Sport (HCC 2012) 
 

¶ Ensuring that health and safety measures are implemented to reduce the risk so far as 

is reasonably practicable. 

 

¶ Ensuring that a competent person is appointed as a pool operator who will have day-to-

day responsibility for the safe running of the pool.   
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¶ Ensuring that where duties regarding pool operations are delegated to a pool plant 

operator that this person is competent to perform those duties specified; and has 

received appropriate training. 

 

¶ Establish Pool Safety Operating Procedures (PSOP), consisting of Normal Operating 

Plan (NOP) and an Emergency Action Plan (EAP).  

 

¶ Ensuring that the PSOPôs are complied with, that there is a monitoring system in place 

to ensure compliance, and that there is a system of periodic review in place. 

 

¶ Ensuring that repairs are carried out in accordance with Hampshire County Council 

specifications for swimming pool construction and repair. 

 

¶ Ensuring that pool water quality is maintained. 

¶ Ensuring risk and COSHH assessments have been completed by a competent person, 

identified control measures implemented and the information shared with all relevant 

persons (staff, hirers, contractors, etc). 

 

¶ Ensuring that safer recruitment and safeguarding principles in accordance with the 
HCC and the schoolôs own Child Protection and Safeguarding policies are adhered to. 

 

¶ Ensuring that the pool is used in a safe manner with respect to adequate supervision 

and teaching activities. 

¶ Ensuring that the pool is maintained in a safe condition. 

¶ Ensuring that any mechanical items used as lifting aids (slings/hoists & accessories) 

are thoroughly examined as a minimum, every six months by a suitably trained and 

competent person and an annual maintenance inspection is carried out by suitably 

trained and competent person. Records of examinations and inspections MUST be 

kept. 

¶ Acquiring a Periodic Electrical Inspection test certificate from an approved electrical 

contractor annually. A certificate is required before the pool is used initially and 

annually thereafter. 

 

¶ Ensuring compliance with any local regulations, temporary or permanent, affecting   the 

use of hose pipes or swimming pools. 

¶ Obtaining adequate pool supplies. 

 

¶ Ensuring a system is in place to report and correct defects. 

¶ Ensuring that all staff carrying out lifesaving duties are adequately trained in both 

lifesaving skills and the PSOP. 

¶ Ensuring that when the pool is used by other organisations or groups they do so safely 
and in accordance with the PSOP and that a monitoring system is in place to ensure 
that the necessary standards are maintained. 
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¶ Ensuring that third party organisations/individuals who hire the pool are informed of the 
PSOP and agree to abide by them. The pool manager will need to ensure that 
monitoring of third party organisations is carried out during the hire period to ensure 
they are operating within the agreed procedures and hiring agreement. 

 
 

Pool Plant Operator (Mr. Graham Newton ï Site Manager): 
The responsibility for the day to day management of the pool operation has been delegated to 
the Site Manager (Graham Newton) who is known as the Pool Plant Operator.  
 
The pool plant operator has gained the level of technical knowledge required to safely 
manage a pool by completing the nationally recognised level 3 óNational Pool Plant Operatorô 
training course. This was achieved on 14th October 2014 and the qualification is due to expire 
in October 2017. 
 
The pool plant operator is responsible for undertaking a number of checks that are required to 
ensure that the pool is maintained to a level where it is safe to be used.  
 
(A detailed list of checks specific to BWJS pool and plant facilities is included in the D+G Pool 
& Leisure LTD Pool Manual) 
 
Below is a list of the most common checks that are carried out and the frequency at which 
they take place.   Some of these duties have been delegated to the evening on-site school 
cleaner but will be checked by the Pool Plant Operator. 
 
Daily Checks/Duties 
 
a)  Check emergency alarms. 
b) Check emergency equipment is in position and fully functional. 
c) Carry out a visual check of all pool equipment including any mechanical devices used for 

lifting bathers into the pool, and record. 

d)  Carry out regular water tests; checks of; water temperature, pH, disinfectant levels and 
clarity of water BWJS has an automatic system in use, testing should be carried out 3 
times daily as a minimum. 

d)  Remove debris floating on the surface of the swimming pool. 
e)  Ensure that filters, pumps, etc. are operating satisfactorily. 
f) Inspect and check emergency lighting. 
g) Clean changing areas with disinfectant and clean surrounds. 
h)  Floor thoroughly cleansed, with pool water, by a combination of hosing, mopping and 

scrubbing. 
 
 
Weekly Checks/Duties 
 
a)  Thoroughly clean pool surround and equipment. 
b) Clean surface water skimmer baskets of debris.  
c)  Backwash filter plant or renew filter material, according to type of filtration plant fitted and 

ensure that the equipment is functioning efficiently. 
d)  Clean the floor of the pool & equipment/tots/floats (using Milton sterilizer) used in the pool 
e)  Sample and test pool water for calcium hardness, total alkalinity and total dissolved solids. 
f)   Ensure a water sample is taken by Hampshire Scientific Services for microbiological 

examination (Hydrotherapy pools only). 
g) Carry out a water balance test of the pool water using the Langelier test regime. 
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(Weekly swimming pool log sheet to be completed and signed by Pool Plant Operator ï 
then counter signed by Pool Manager) 

 
 
Monthly 
 
a)  Check level transfer channels are drained and cleaned. 
b)  Ensure a water sample is taken by Hampshire Scientific Services for microbiological 

examination (Swimming pools only). 
c) Carry out a water balance test of the source water used to top up the swimming pool using 

the Langelier test regime. 
d)  Re-calibrate automatic monitoring equipment 
 
 
Three Monthly 
 
a)  Transportable and portable electrical equipment to be inspected. 
b)  Check lighting and ensure that bottom of pool is visible at all times. 
 
 
Every 6 ï 12months 
 
a) Full service check on the chemical control system (dosing & monitoring equipment) and 

any specialist items like ozonators & ultraviolet lamps (preferably by the manufacturer) 
b) Drain & clean balance and holding tanks (minimum annually) 
c) Internally inspect filters 
d) Verify that the system is functioning in accordance with the original design. 
 
e) Ensure that a suitably trained and competent person undertakes a thorough examination 

of any mechanical lifting devices (slings/hoists & related accessories) as a minimum every 
six months, with records retained. 

 
f) Ensure that a suitably trained and competent person undertakes a thorough maintenance 

inspection of any mechanical lifting devices (slings/hoists & related accessories) annually, 
with records retained 

 
Formal records are retained for all of the above and are located in the school office. 
 

All Staff  

Employees who will be connected in any way with the use of the pool require adequate 
training. They should also: 
 

¶ Know and understand the PSOP so far as their role may require. 
 

¶ Understand the safety aspects of their own duties and be fully competent to deal with 
these. 

 

Hampshire County Council 

Hampshire County Council (HCC) has responsibility, as the employer, to ensure that a safe 
place of work and safe systems of works are provided. 
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Childrenôs Services Health & Safety Team 

The Childrenôs Services Health & Safety Team (CSHST) has responsibility to monitor and 
audit the systems in place for managing the health & safety of swimming pools in schools on 
behalf of the employer (HCC). 
 

Hampshire Scientific Services  

Hampshire Scientific Services (HSS) undertake water sampling and testing under a Service 
Level Agreement provided through the Childrenôs Services Health & Safety Team. Under this 
agreement microbiological water tests will be carried out routinely of all swimming pools and 
also prior to the opening of seasonal swimming pools. This is to meet industry good practice 
as detailed by the Pool Water Treatment Advisory Group (PWTAG) and the Health & Safety 
Executive in their document HSG 179.  
 
Should the results of a microbiological test identify a non-conformity, HSS will notify the pool 
manager immediately and provide appropriate advice. The Childrenôs Services Health & 
Safety team will also be in contact to provide additional support. They will also help identify 
where action can be taken to reduce the chances of a repeat of the non-conformity. 
 

Property Services/CCBS 

CCBS has responsibility for pools where the school have purchased a Service Level 
Agreement (SLA) with them. 

Supported schools receive capital investment for the upkeep of their pools. All other schools 
are supported through the term contract (revenue fund).  
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POOL MANAGEMENT CONTACTS: 

 

Pool 
Operator/ 
Manager 

Headteacher  
 
Darren Campbell 

Head Teacher, Bishopõs 
Waltham Junior School 

01489 892368 

Plant 
operator 
 

Graham Newton Site Manager 01489 892368 
 
07933927620 
 
 

Hiring Samantha Baldwin Finance Officer, Bishopõs 
Waltham Junior School 

01489 892368 

Governor Samantha Sessions Chairman of Governors Contact via school 
01489 892368 

Bishopôs Hannah Wiggins 
   

Chairperson 
 
 
 
 

 
Waltham  07930100136 
Community 
Swimming 

 
 

 Gill Cooper 

 
 
Representing BW Junior  

 
 

 01489 896474 

 
 
 
 
 

 
 

 
 
 
 

 
 
 
 

  

 Hannah Wiggins Course tutor ï Senior 
Lifesavers and NPLQ Trainer 
 

07930100136 
 
 
 
 
 
 

 

Helen Nicholls 

 

 

Sessions 
  

     

Parent Governor 
representative 

Contact via school 
01489 892368 

   

 
 

County 
Contractors 

Property Services 
 
 

 
 

¶ 24hour Customer 
Services, 
Property 
Services/Repairs 

 
¶ See list of contractors 

in Building Manual 
(kept in school office) 

 

01962 847778 
 
 

 
 

 
 

 
 

Emergency 
services 

TRANSCO Gas escape/leak 0800 111 999 

Emergency 
services 

Southern Electric Electrical failure 0800 0727282 
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SECTION TWO:  DETAILS OF THE POOL AND PLANT 

 
The Pool: 
Dimensions of the pool 
Surface Area 

19.8m X 7.2m      (Rounded to 20m X 7m = 140m²) 
142.56m² 

Depth of pool Shallow end starting at 1m and gradually deepening to 2m at 
the deep end 

Maximum Bather Load 40 (In reality the number of users in the pool at any one time 
is limited to 35 - to achieve the correct supervision ratio for 
the activity 

Water Volume 240m³ 

Recommended temperatures: 
 

BWJS ï set at 30 degrees Celsius 
Recreational swimming/adult teaching ï 27-29 deg 
Childrenôs teaching ï 29-31 deg 
Babies/young children 30-32 

 
The Plant: 
Make and model of automatic 
control system 

Bayrol Analyt 

Number and type of filters X2 Certikin SLX 1200 

Filter medium Single-grain sand 

Filtration rate Maximum filtration rate of 25m²/hr is not to be exceeded. 
The two filters have a filtration rate of 14m²/hr giving a very 
slow rate for optimal filtration. 

Viewing window on filters No 

Circulation Rate   

Turnover Time  

Dilution Rate 30 litres per bather per day 

 
Water Treatment: 
Chemical used for 
coagulation 

Liquid Flocpac 

Chemical used for disinfection Sodium Hypochlorite (14/15%) 

Chemical used for pH 
correction 

Sodium Bisulphate 

Method of chlorination and pH 
correction 

The Bayrol Analyt automatically controls the chlorine and pH 
levels by injecting the above two chemicals into the filtration 
system via two external chemical day tanks that are external 
to the plant room 

 
 

Water Testing (Target Range): 
pH level that pool is run at 7.2       (Ideal Range is 7.2 ï 7.4) 

Target for total free chlorine 1.0-2.0mg/l   

Target for combined chlorine >1.0 

Temperature Bayrol set at: 
29.0-30.0 Degrees C      84 Degrees F 

Total Alkalinity 80 ï 200 

Calcium Hardness 200 ï 300 

Total Dissolved Solids (TDS) >1000 

Langelier Index Aiming for zero (0) ï Perfect water balance 
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SECTION THREE: POTENTIAL RISK FACTORS 

 
There are a number of potential risks arising out of the physical environment of the pool, the 
people who use it and the types of activity that takes place. All users must be alerted to 
these for their own safety. 

 
Teachers, Teaching Assistants, Lifeguards / Lifesavers and Supervisors must show great 
care in assessing the current physical state of the pool, the characteristics of the users and 
the planned activities, both at the outset and during the session. 

 
Fuller guidance on how to control the main risks is included in Appendix B. All pool 
teachers, lifeguards, lifesavers and supervisors must read this as it gives valuable guidance 
on how to minimise the likelihood of accidents. 

 
Greater care must be taken to assess and control risks in un-programmed sessions i.e. 
where there is no direct teaching and there is greater choice of activity by users. 

 
The main hazards are: 
1) Physical Hazards 

a) Vertical entry steps at the deep end of the pool. 
b) The pool starts at 1m and gradually deepens to 2m, posing a hazard for weak and 

non-swimmers out of their depth. 
c) Unclear pool water 
d) Effects of strong light causing glare or dazzling of users/supervisors 
e) High air temperatures, causing drowsiness and effects of excessive heat 

f) Water temperature (bearing in mind the userõs size, age, physical and mental 
condition and ability) 

g) 5 underwater inlets, 3 surface skimmer outlets and covers on poolside, 2 outlets and 
covers underwater in deep end. 

h) Equipment left on poolside 
i) Plant room - pool chemicals including chlorine and chlorine gas. Leak from the gas 

pipes. 
 

2) People Hazards 
a) Prior health conditions: heart conditions, asthma, diabetes, epilepsy and contagious 

skin conditions can pose particular problems in relation to swimming. 
b) Safety of other swimmers in the pool can be compromised by poor personal hygiene 

especially contamination by faeces  
c) Access on the poolside by spectators who do not respect the óNO OUTDOOR 

SHOES policyô increasing the risk of contamination of the water. 
d) Spectators on the poolside at any time, poorly supervised small children are at risk if 

they trip or fall into the pool. 
e) Misuse of alcohol, drugs or heavy food intake before swimming increases a risk of 

drowning, accident or illness. 
f) A combination of youth, high spirits and boisterous behaviour can increase the risk of 

injury 
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People Hazards (continued) 
 

g) Weak, nervous or non-swimmers (straying out of their depth) including swimmers in 
armbands, and inexperienced or deconditioned swimmers working beyond their 
ability all pose risk of drowning, injury or illness. 

h) Overload of people in the pool or a portion of it during programmed or 
un-programmed sessions. 

i) Inappropriate use of untrained staff.  Risk of drowning of improperly dressed 
supervisors attempting or assisting a rescue. 

j) Misuse of equipment (including floats and goggles) 
k) Youngsters not accompanied by an adult.  Risk of drowning or accident when in or 

out of the water when not in programmed session.  Risk if young children are not 
accompanied to and from the pool. 

l) Unauthorised access to the pool 
 

3) Activity Hazards 
a) Diving or jumping into insufficient depth of water leading to injury. Particular risk 

associated with untrained use of starting block for head first entry. 
b) In un-programmed sessions, pushing, fighting, bombing, ducking, games of tag, 

acrobatics can quickly move from ñfunò to potential accidents with risk of injury or 
drowning. The risk is exacerbated where the lifeguard is young or inexperienced at 
dealing tactfully with inappropriate and unacceptable behaviour. 

c) Noise, particularly in an un-programmed session, can mask cries for help 
d)  Swimming underwater poses a particular risk of ear damage or hyperventilation or 

hypoxia leading to unconsciousness. 
e) Use of large mats, inflatables, water polo nets, etc., increases the risk of casualties 

under the equipment not being spotted by lifesavers and increases the risk of injury 
to participants if incorrectly set up. There is an added risk of falling against the 
poolside and a higher likelihood of boisterous behaviour leading to accidents. 

f) Use of electrical equipment in pool area, especially 240v or inadequately maintained 
or not used with RCD or not designed for use in a swimming pool. 

g) Repair and maintenance tasks undertaken by lone workers 
 

4. Teaching Hazards 
The quality of supervision which is given to swimmers in programmed sessions can be 
adversely affected by: 

a) Teacher/lifeguard/lifesaver feeling unwell. 
b) Drowsiness from being in the pool environment for long periods, or loss of 
concentration due to fatigue. 
c) Frustration when faced with an unruly pupil 
d) Being distracted by: 

i) Dealing with bystanders (parents, other pool users) 
ii) Conversing with lifeguards/ lifesavers, management and other teachers 
iii) Undertaking administrative duties (registers, progress charts) 
iv) The untrained use of equipment or organizational issues (putting out etc.) 
v) Something going on at another teaching station or part of the pool 
vi) Pupils leaving the water, to use the toilet, collect asthma inhalers etc. or 

responding to a pupil feeling unwell 
vii) noise 
viii) Focusing too long on one pupil/group in the class 
ix) Becoming complacent 

 
 Appendix B identifies controls for the hazards listed above. Lifeguards, Lifesavers and other 

supervisors are expected to read this important  document and apply the controls appropriate to their  

group/activity. 
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SECTION FOUR:  LIASION WITH POOL HIRERS/ USERS 
 

1) Booking arrangements and conditions of hire 
The lettings of the pool are organised by the school administrative/finance officer (Mrs. 
Sam Baldwin).  Bookings and timetables can only be arranged through the school 
office. All general queries, notification of cancellations, request for alterations and for 
information must be addressed to the school office in the first instance. (Other pool 
management responsibilities are listed in section 1 (for your information) 

 
All hirers and supervisors of user groups are given a copy of the conditions of pool use, 
pool normal operating procedures, the emergency action plan and other guidance 
documents. They must read and abide by its requirements. Any query must be 
addressed to the Head Teacher (Pool Manager) or Site Manager prior to the activity 
session. 
 
The conditions of hire are included as Appendix D also refer to Appendix K (Child 
Protection). 

 
2) Safety signs 
Signs on the poolside communicate additional general safety information. Teachers, 
hirers, lifeguards and other supervisors must check for new information and draw the 
attention of all users to safety notices. 

 
3) Familiarising new users with the pool environment 
Teachers, coaches and lifesavers are responsible for the safety of the users therefore 
they must take responsibility for anticipating the needs of swimmers particularly during 
programmed activities i.e. 

a) Swimmers new to the teacher should be checked for relevant medical 
conditions including their ability to comprehend instructions (sight, hearing, 
language, physical or learning disabilities) 

b) Teachers and coaches must ensure that the pupils understand and regularly 
practice evacuating the water in response to an emergency 

c)   Swimming capability - new pupils must be checked at first lesson in the shallow 
water. 

 
This is a particular requirement of the conditions of hire (see appendix H) 

 

Lifeguards for un-programmed sessions need to refer to the rules set by the Bishopõs 
Waltham Community Swimming Committee (formally RSSA). In BWCS sessions the 
organiser provides administration and management and the lifeguard is responsible for 
the safety of all. 

 
4) Complaints procedure for users 
If there is something wrong that needs to be sorted out immediately the lifesaver/teacher 
should be told in case it compromises the safety of swimmers. Any concern about water 
quality or the physical environment must be communicated immediately to the site 
manager or school office where advice will be given. The pool may need to be cleared 
until the site manager or head teacher assesses the situation. No unauthorised 
persons should enter the plant room or adjust any of the controls. 
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If any matter not resolved within the session time: 
a) There is a daily operational log (Appendix I) that should be completed for 

every swimming group by the teacher/ lifesaver/supervisor 
b) Further comments about the pool should be referred to the Head teacher or the 

Site Manager using the Accident,Report or Hazard forms (Appendix I) 
c) Comments relating to the running of the session should be referred to the 

organisation responsible for that session (the hirer) 
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SECTION FIVE: SAFETY RULES 
 

All users are required to abide by the following rules and safety code. The lifeguards, 
lifesavers and supervisors are required to enforce these rules during their sessions: 
Any issues are to be reported to the Site Manager or Pool Manager. 

 
A: Rules in the building 

Ç Children under 8 years of age swimming in an un-programmed session must 
be accompanied by an adult at a ratio of 1 adult to 2 children or 1 adult to 1 baby 
and 1 child where the baby is supported in a baby support inflatable fit for 
purpose. 
Ç No smoking 
Ç No glass bottles or similar containers 
Ç No prams or pushchairs within the pool building 
Ç No running 
Ç No outdoor shoes on poolside or in the changing rooms. (Unless they are flat shoes 
covered by the safety overshoes provided. Shoes with any kind of raised heel are not 
allowed) 
Ç Spectators should not go beyond the barrier except with permission of the session 

supervisor. 
Ç No eating  
Ç No photography without the specific permission of the supervising teacher / lifeguard 
 

B: Rules in the Pool 
 

Ç No swimmer should enter the water without permission from the teacher/ lifesaver in 
charge of the session 

Ç Swimmers must shower before entering the water 
Ç Avoid unruly behaviour that can be dangerous: for instance, running on the side of 
the pool, ducking, bombing, acrobatics in the water, or shouting or screaming (which 
could distract attention from an emergency).  Pool rules are displayed on poolside. 
Ç Always do as the lifeguards/ lifesavers say, and remember that a moment of foolish 
behaviour can cost a life. 
Ç Swimming hats are compulsory for all children in teaching sessions but optional for 

other sessions when swimmers with long hair should have it tied back for safety 
reasons. 

Ç No eating, drinking or chewing gum in the pool building 
Ç No diving from poolside in un-programmed sessions 
Ç No misuse of the safety equipment, pool property or fittings 
Ç Appropriate swimwear only should be worn in the water. No clothes such as T shirts 

should be worn unless as part of a swimming test programme 
Ç All jewellery should be removed 

 

 
Spot the dangers 

C: Safety Code for pool users 

Ç Take care, as swimming pools can be hazardous. Water presents a risk of 
drowning, and injuries can occur from hitting the hard surrounds, or from misuse of 
equipment. Every pool is different, so always make sure you know how deep the water 
is, and check for other hazards such as the sloping floor. 
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Always swim within your ability 
Ç Never swim soon after eating a heavy meal or after alcohol or taking drugs. 
Ç Diving, underwater swimming and holding your breath can all be hazardous at times 
Ç Be especially careful if you have medical conditions such as epilepsy, diabetes or 
heart problems or if you are a non-swimmer. Always tell the teacher, lifeguard or 
lifesaver so that they can keep a careful eye on you. Always take medical advice as to 
whether swimming is advisable for you. 

 
Look out for yourself and other swimmers 
Ç Follow advice provided for the safety of yourself and others. 
Ç It is safer to swim with a companion. 
Ç Keep an eye open for others particularly younger children and non- swimmers 

 

Learn how to help 
Ç If you see somebody in difficulty, call for help immediately. 
Ç In an emergency, keep calm and do exactly as you are told by the lifesaver. 
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SECTION SIX: SUPERVISION AND TEACHING RATIOS 

 
1) Pool supervision 

 
If one NPLQ lifeguard or teacher with a RLSS or STA NaRS Deep Water Rescue Test is 
present, up to 20 swimmers may be in the water for a programmed session, but there must also 
be another responsible adult (supervisor) on poolside who has understood the Normal 
Operating Procedures (NOP) and the Emergency Action Plan (EAP), and can respond 
appropriately in an emergency. Two qualified Lifeguards or Teachers can supervise up to 35 
swimmers in a programmed session. 
 
The general condition for an un-programmed session is that up to 30 swimmers may be in 
the water and the session must be supervised by two NPLQ lifeguards.  (If struggling for 
staff, an NPLQ lifeguard can be accompanied by a person holding a óteacher rescue 
test.ô) 

 
2) Teacher to pupil ratios during teaching 

The Amateur Swimming Association (ASA) have recommended pupil: teacher ratios for the 
teaching activities listed below. These ratios for teaching activities are not to be exceeded. 

 
a) For Beginners (non-swimmers and swimmers up to the level of deep water 

competence) the ratio is 12 to 1 teacher. (N.B. Should the teacher be in the 
water, this ratio will need to be further reduced and another responsible adult 
needs to be on poolside.) 

b) For Improver swimmers (i.e swim 10m front & back) or a mixed ability class in 
standing depth or competent swimmers the ratio is 20 to 1 

c) For Adult with child (under 5) classes the ratio is 12 adult/child pairs to 
1qualified teacher with Teacher Rescue test 

d) For aerobic classes in deep water the ratio is 20 to 1qualified teacher with 
Teacher Rescue test 

e) Where a swimmer has particular disabilities which require more assistance 
than is usually needed by a single pupil the ratio should be assessed and 
appropriately reduced 

f) Level 1 Teachers hiring the pool must adhere to the ASA Teaching 
regulations for teacher / pupil ratios. 

Where the teacher is in the water the ratio must not exceed 8 to 1  
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SECTION SEVEN: LIFEGUARD and LIFESAVERôS DUTIES AND 

 
RESPONSIBILITIES. 

 
(Lifeguard is a holder of the National Pool Lifeguard qualification whereas a Lifesaver holds 
a RLSS or STA NaRS Teacher Rescue qualification 

 
1) General requirements 

The lifeguard / session supervisor is responsible for the safety of pool users. All the 
lifeguard / session supervisors working at the pool must be thoroughly familiar with the 
Normal Operating Procedure (NOP) and the Emergency Action Plan (EAP). The NOP sets 
out how the pool should be operated on a day-to-day basis. 

 
It is the Lifeguard / Lifesaverôs responsibility to undertake risk assessment for the activity 
they lead. This means in practice that they should: 
 

a) Know and take account of the particular needs and characteristics of all users 
b) Complete a visual check of the pool, equipment and general environment to 

satisfy that conditions have not become unsafe 
c) Remain aware of the changing and developing risks that occur due to the 

different activities within a session. Stay alert to risk. 
 
This is a particular requirement of the conditions of hire and is monitored 
through the session report sheet located at the pool. 
 

 

2) Emergency procedures 
 

An emergency procedure is needed to minimize or avert danger. All the lifeguards / session 

supervisors working at the Bishopõs Waltham Pool must be thoroughly familiar with the 
Emergency Action Plan and incident guidelines (Appendix E), the pool plan showing location 
of safety equipment and exits (Appendix A) and the site plan showing evacuation routes and 
assembly points (Appendix F). 
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3) Minimum current qualifications for Lifeguards / Lifesavers 

 
 

Minimum current qualification for lifeguards in unprogrammed sessions: 
 
óNPLQ Lifeguardô - A lifeguard is defined for these purposes as a current holder of 
the Royal Life Saving Society National Pool Lifeguard (NPLQ).  

 

 
 

Minimum current qualifications for providing lifesaving cover for their own class of 
swimmers in programmed sessions: 

 
óQualified Lifesaverô ï A qualified lifesaver is defined for these purposes as a current holder 

of the RLSS National Rescue Award for Swimming Teachers and Coaches, or The STA 
NaRS Teacher Rescue Test required by Hampshire County Council. 

 
The NRASTC is a supervision and rescue qualification for teachers working on the poolside or in the water 

during programmed activities, such as a swimming lesson. It is suitable for teachers working in a wide range of 

swimming pools, including pools where the water is deeper than the teacherôs standing depth 
 

 

Minimum current qualification for providing assistance to lifeguards or qualified 
lifesavers in programmed/unprogrammed sessions.   

 
óAssistant Lifesaverô ï Current holder of The RLSS UKôs Bronze Award (Survive and 
Save Program for teens/adults)  Focus is to provide additional supervision alongside 

qualified lifeguard/lifesavers during programmed sessions. 
 

The award teaches lifesaving rescue, self-rescue, survival, lifesaving sport skills and also develops swimming 

ability and fitness. 
 

 
 
 

                                 
       
 

. 
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4) Responsibilities of qualified lifeguards / lifesavers and supervisors 
during both Programmed and Unprogrammed activities 
 

a) Be aware at all times of the number of swimmers in the water, and to patrol 
and position so that all swimmers are always visible 

 

b) Keep a close watch over varied activities as required to anticipate problems 
before they become emergencies 

 

c) Maintain discipline and safety regulations in and around the pool in order to 
ensure the safety of all users 

 

d) Carry out rescues and take appropriate emergency action. (care needs to be 
taken that appropriate clothes and footwear are worn by lifesavers) 

 
e) Administer immediate First Aid and call appropriate assistance in the event of 

an emergency 
 

f) Make sure anyone not taking part in the session stays off poolside and remains 
behind the barrier. 

 
g) Lock the pool after use unless the next supervising adult is present. The pool key 

should be returned to the school office by a responsible adult. 
 

h) Report to the Site Manager any concerns about water clarity, depth, 
temperature or chemical balance that have been noticed or reported during 
the session via the operational log or by phone. 

 
i) Make a written record of any significant incidents, (including ñnear missesò), 

accidents where First Aid has been given, or damage to pool property or the 
building. This is recorded in the incident book kept poolside and detailed on 
the Report, Accident or Hazard forms that can be completed on exit and 
handed into to school staff (or left in postal box located within pool area). 
Any significant incident happening during the BWCS public sessions should 
be reported as quickly as possible to Hannah Wiggins, Lifeguard trainer. 

 
j) During their off duty rota, maintain a regular check of the changing rooms for 

cleanliness and wash down the floors/floats/woggles as necessary. 
 

                 K)   Lifeguards to carry their own whistle.
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5) Supervisorôs duties and responsibilities 
Other supervision may be provided by responsible adults who have understood the 
Normal Operating Procedures and the Emergency Action Plan and can respond 
appropriately in an emergency.  They must not, however, take overall responsibility 
for the safety of users in the water. Appropriate activities typically include: 
 

a) Management of children in changing rooms 
b) Pool helper in the water or on poolside 
c) Checking changing rooms for cleanliness and lost property 

 
All supervisors must have applied for and passed a 
DBS check. 
 

Further guidance may be sought from the School Office on the use of 
supervisors in support roles. If in doubt please check. 
 

All adults in a supervisory role must hold a current DBS certificate.  Sam 
Baldwin (School Office) needs to hold a cleared DBS certificate number and 

issue date on file for all supervising adults 
 

6) Class management and safety during programmed school swimming sessions 
Please see the Hampshire CC Safety in Physical Education and Sport for reference. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Bishopõs Waltham Junior School Swimming Pool Normal Operating Procedures 
  

 

 
 

SECTION EIGHT: FIRST AID ARRANGEMENTS AND SAFETY EQUIPMENT 
 

First aid box containing suitable supplies is located on the shelf at the shallow end of the 
pool. 
 

    During the school day, staff with appropriate first aid qualifications may be called to assist 
  by contacting the school office. 
 

A daily operating log-book is located in the pool area. This must be used to draw 
the attention of the pool operator to any a c c i d e n t ,  h a z a r d  o r  s a f e t y  
i s s u e .  
 
The accident book must be completed appropriately to report any minor accident.  
When more serious accidents occur (where extensive first aid is required/parents 

informed/hospital visit etc ) ς responsible person to complete ΨAccident Internal 

Report FormΩ   Users may be asked to provide additional details. 

 
 
SAFETY EQUIPMENT 
 

Safety Equipment Location 

2 reaching poles of approx. 3.5m Deep end by emergency exit 

2 throw bags 
2 short wooden poles for teaching rescues 
2 torpedo boys 
2 ropes 

Emergency stations ς one on either side 

wall 

First Aid Kit Shallow end ς On shelf (Large green bag) 

Resuscitation face masks First aid kit 

Foil Blankets In bag by emergency exit 

Automatic fire alarm with smoke sensors All areas 

Whistle and face mask Carried by NPLQ and Lifesavers 

Douche shower Chemical Store 

Protective Clothing 
First Aid Kit with eye wash 

Plant Room 

Emergency Pull Cord Disabled Changing Room 

Telephone with direct outside line for out of 
school hours 

In pool hall next to lockers on the wall 
(connected to School Office during school 
hours) 

Emergency Exits Deep End & Main Entrance 

Defibrillator (Dial 999 ς Location AF112) Outside main entrance fixed to wall 

Emergency Lighting Over exits and intervals along poolside 

 
Info regarding the Automatic External Defibrillator (AED):  
 

¶ The Headteacher is responsible for the defibrillator. 
 

¶ It will be looked after and checked by Mr David Williamson (local Bishopôs Waltham BHF 
Heart-Start Trainer.  He also has the spare pack of chest pads and will replace them if the 
current ones are ever used.  A face mask has also been placed inside the AED. 

 

¶ The AED has been registered with South Central Ambulance Service 
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FIRST AID PROCEDURES 

An accident in school hours: 
 

1. Ensure safety of casualty (and others).  Clear the pool and implement Emergency 
Action Plan (EAP). Send one person to contact the school office immediately, using 
the pool telephone, or; 

 
An accident out of school hours: 

 

2. Ensure safety of casualty (and others).  Clear the pool and implement 
Emergency Action Plan (EAP). Send one person to contact the emergency 
services immediately using a mobile phone or the telephone in the pool hall, 
then: 

 
3. Check responsiveness. Do not move them if they are safe.  Reassure. 

 
4. Give emergency first aid if required 

 
5. When qualified first aider arrives assist in any way indicated 

 
6. The Site Manager, swimming teacher or Lifeguard will close the pool and contact 

the Headteacher or Deputy Headteacher 
 

7. Ensure that the ambulance is directed to the area of the casualty 
 

8. The Site Manager or evening site cleaner will clear up any spills or debris as required 
 

9. The Site Manager will be informed and will reopen the pool when it is safe to do so. 
 

Incident guidelines 
 
These are details for different kinds of emergency.  Please refer to the Emergency Action 
Plan in Appendix E and Appendix F. 

 
In general the role of significant staff and users is: 

 
On-scene swimming teacher or lifeguard secures safety of all present and attends 
to immediate needs of any casualty.  Initiates the Emergency Action Plan, (EAP) 
including pool clearance of full evacuation as appropriate. 

 
On-scene supervisor assists the swimming teacher or lifeguard as directed 
including raising the alarm through contact with the school office and/or emergency 
services.  Assists with the supervision or evacuation and registering of all users. 

 
Site Manager (when on site) checks safe evacuation and ensures contact with 
emergency services and Headteacher, Deputy headteacher. Liaises with emergency 
services on arrival, making sure that they have received a copy of the Pool 
Evacuation Plan which should be carried by the pool lifeguard when leaving the 
building on an emergency evacuation. ( Located on the shelf a the shallow end) 
 
ON LINE ACCIDENT INVESTIGATION & RIDDOR forms to be completed by 
school representative in discussion with incident supervisor
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SECTION NINE:  GENERAL POOL OPERATING PROCEDURES 
 

1) Pool access arrangements 
 

a) Opening the pool 
Every morning, before swimming starts, the Site Manager (or Head Teacher in 
his absence) performs a number of important maintenance checks to prepare 
the pool for use. These are detailed in the maintenance schedule (Appendix 
H) and can be summarised as: 

1) Ventilation of the plant room 
2) Visual check of pool water (for clarity, level and contaminations) 
3) Check equipment for defects 
4) Note any new hazards that have been reported in the daily operating 

logbook. 
5) Check plant room as laid out in the daily / weekly 

procedure handbook 
6) First pool water test (free residual chlorine/combined chlorine and PH) 
ï Calibrate bayrol 

7) Backwash as necessary, if required. 
 

In addition, the water systems are fully flushed through following any 
holiday/shut down period when the pool has been out of use. All water 
outlets are flushed until the water held in the pipes and storage tanks has 
been fully replenished by mains water. 

 
b) Registering arrivals and session reporting 

 
The pool key is available from the school office or will be hanging on the hook 
in the pool hall if previous hirer is still in attendance. The organiser responsible 
for the swimming class must call at the school office and sign in using the 
swimming pool usersô signing-in book. 
 
In doing so, the organiser takes responsibility for holding the keys. If the 
school office is closed, the signing-in book will be taken to the pool by the site 
manager. 
. 
The Daily Operational Log should be completed and used to record any 
observations that will help secure the best conditions for swimming for all 
groups. 
 
Any specific report form or accident form should be handed to the Site 
Manager or the School Office when the session is over along with the keys.  
 
Any matters concerning the immediate safety of users should be brought to 
the attention of the Site Manager, Headteacher or School Office as soon as 
possible. 
 
School Teachers/ Pool hirers/ Lifeguards must  check the pool water and 
changing rooms for cleanliness before and after their swimming session.  
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c) Closing the pool 

At the end of the last swimming session each day the evening cleaner 
performs the following shut down procedures: 

1) Check entrance hall, changing rooms and disabled changing 
room are vacated and remove any lost property/litter 

2) Wash around the pool hall 
3) Close and secure the building 
 
The Site Manager will check plant room gauges; pump running, 
chemical levels for overnight running before leaving his shift. 
 
 
Further cleaning of the changing areas, toilets and 
walkways will be carried out each morning before the pool 
opens.
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2) Pool cleaning and general maintenance: 
a) Maintaining cleanliness 

The Site Manager is responsible for ensuring that: (Tasks to be delegated accordingly) 
1) Floors are kept clean, are drained where necessary, and are not unduly 

slippery 
2) The building is kept clean, including internal walls, ceilings, toilets, 

showers, furniture and fittings (items for cleaning can be 
delegated) 

3) External windows are kept clean 
4) Appropriate containers are provided for waste materials 
5) Refuse, clinical (yellow sacks in marked bins) and trade waste are 

disposed of regularly 
6) Spillages are cleared up promptly after they are reported 

b) General maintenance of plant and equipment 
Regular and correct maintenance of buildings, plant and equipment is important in 
ensuring the health and safety of all staff and users. This is undertaken in 
partnership with the property and regulatory services branch of Hampshire County 
Council Education Department. 

Instructions on the correct operation and maintenance of all aspects are contained 
in the plant room manual. This is stored in the plant room. 

There is an inspection and testing schedule (Appendix H) and is monitored by the 
Site Manager and Pool Manager. Relevant reports and records are contained within 
the Pool Maintenance File. 

c) Pool water treatment system. 
The correct working of the pool water treatment system is crucial to the safety and 
well-being of staff and users. The main risks are from: 

1) Chemicals, in use or storage, causing irritation, infection, fire, toxic gas leak 
or uncontrolled escape 

2) Cloudy water due to bather overload or inadequate treatment arising from 
bather overload, contamination, chemical imbalance, air in the system or 
pump failure 

3) Confined spaces of the plant room 
4) Inlets and outlets if not maintained and inspected regularly 

¶ All chemicals used comply with the requirements of the Control Of Substances 
Hazardous to Health (COSHH) regulations. The Site Manager is responsible for 
using the controls specified by the manufacturers of all chemicals and described 
in the specific risk assessments. This documentation is stored as part of the 
plant manual. 

¶ The Site Manager must wear protective clothing and equipment as appropriate to 
guard against the risks from contact with chemicals. These include eye protection, 
face mask, apron and gloves. Eye wash bottles are available in the plant room 
and there is an emergency shower in the chemical storage area. 

¶ Chemicals are correctly marked and stored in clean, secure and dry areas 

¶ The correct working of the automatic dosing system is ensured by regular visual 
inspection by the Site Manager and testing at appropriate intervals 

¶ Water quality is checked 3 times daily. 

¶ Filters are cleaned through backwashing  

¶ The water systems are flushed through after every period of 2 days or longer 
where the pool has not been used. 

The Daily Maintenance Schedule provides more detailed guidance, (Appendix H) 
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Appendix A 
Pool Plan 
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Appendix B  
Risk controls for 

Foreseeable hazards 

 



 

 

 
 
 
 

Bishopôs Waltham Junior School Swimming Pool: Risk Assessment 
 
 
 

Date of assessment: August 2016 

 
Assessment completed by: Darren Campbell with recommendations 

from Hannah Wiggins 

People at risk: Employees 
Pupils 
Visitors (parent, contractor, hirers, pool 

users etc.) 

 
Contents: A: Pool hall physical hazards and controls 

B: Pool hall people hazards and controls 
C: Pool hall activity hazards and controls 
D: Pool hall teaching hazards and controls 
E: Plant room hazards and controls 

Although, the school has used its own template for risk assessments, they 

were guided and informed by those available on the CSHST website: RATF-

053A (Pool Usage), RATF-053B (Management of Pools) 

 
Date of implementation of Risk Assessment action plan: 

¶ September 2011 
 

Date(s) of interim review of actions to improve controls: 

¶ September  2012  

¶ Augus t  2013  

¶ Augus t  2014  

¶ Augus t  2015  

¶ Augus t  2016  
 

Date of next Full Review: July 2017 




















































































