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Vision Phrase 
 

‘Aim high and smile’ 
 

 

 

 

 

 

                                    
 

 

 

 

 

 

 

 

 
We are committed to safeguarding and ensuring the health, 
safety and well-being of all pupils in accordance with 
safeguarding procedures and guidance for staff outlined in 
the school’s Health and Safety, Child Protection, Security 
and Safeguarding policies. 
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THIS DOCUMENT SHOULD BE ADAPTED AND AMENDED AS 
NECESSARY TO FIT THE REQUIREMENTS OF EACH SCHOOL 
POOL. IT SHOULD IDENTIFY WHAT NEEDS TO BE DONE BY WHOM 
TO ESTABLISH A SAFE WORKING ROUTINE AND ENVIRONMENT. 
IT IS A STAFF HANDBOOK FOR THE SAFE USE OF THE POOL AND 
THE PROCEDURES WILL ALSO APPLY TO THOSE WHO HIRE THE 
POOL. 
 
ONCE AMENDED THE DOCUMENT SHOULD BE ADOPTED AS 
PART OF THE SCHOOL’S SWIMMING POLICY THROUGH THE 
GOVERNING BODY.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name of School 

West Hove Infant School 

 

Issue Date 

April 2008 

Approved by Governing Body 
 
Date:  Summer 2008 
Reviewed:  Summer 2013 
Approved Spring 2014 
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 Normal Operating Procedures 

 
 
 

1. Changes from Last Issue  

First issue:  called ‘Pool Operating Procedures’ 

Date:  2004 

  
2. Objective and Scope 

 
 This procedure identifies the processes designed to control pool  

 supervision 

 safety 

 teaching 

 hiring to external users. 
 

3. Reference Documents 
 
The following reference documents should be readily available to anyone 
using the pool  
 

 Normal Operating Procedure 

 Emergency Action Plan  

 Brighton & Hove Schools Swimming Policy 

 Conditions of Swimming Pool Hire 

 Staff Training Register for School Staff (life guarding, teaching and plant 
maintenance). 

 
4. Details of the Pool 

 

Pool Details  

Length 12.25m 

Width 5.16m 

Maximum depth 0.75m 

Minimum depth 0.75m 

Number of lanes None 

Total surface area 63.21m 

Maximum capacity (people ) 20 

 
The pool is used by the Infant and Junior school during lesson times.  The 
swimming instructor used by both schools sometimes hires the pool for a 
swimming club. 
 

 
 



 4 

 
 Plans of the Building and Layout 
 
 A plan of the school building and pool area showing emergency exits and 

evacuation routes can be found in Appendix A.   This should also include the 
location of alarms and safety equipment, and entry and exit points to the pool. 

 
 The headteachers, Mrs Wendy Harkness and Mrs Janis Taylor have overall 

responsibility for the safe operation of the pool. 
 
 Mr Gavin Beatty, TA at the Junior school, is responsible for the day to day 

maintenance of the pool i.e. water quality. 
 
 Structural maintenance is the responsibility of the Junior school.  The Infant 

school will however pay 50% towards any costs incurred. 
 
 Daily inspection of the pool should be carried out by Mr Beatty and defects 

reported to both headteachers.  Mr Beatty will keep records such as defects and 
these will be checked by Mrs Taylor. 

 
 Cleaning of the pool surround, equipment including the replenishment of 

footbaths will be carried out daily by a cleaner employed by the Junior school, 
cleaning problems and defects reported to both headteachers. 

  
 At least once per month, an audit will be carried out by Mrs Janis Taylor, 

Headteacher of the Junior school.  This audit will include a structural inspection, 
plant inspection and an inspection of daily records and accident reports. 

 
5. Potential Areas of Risk 

 
 Risk Assessment 
 

 a separate documented assessment of the significant risks is  undertaken 
annually as part of the school’s annual review of Health and Safety 

 

 this assessment covers 
 

 Pool environment 
 Pool supervision 
 Pool plant 
 Sessions users 

 

 All leaders of groups using the pool must have had sight of or access to the 
Risk Assessments and must be aware of the risks identified at this pool and 
the actions necessary to control them.  
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Known Hazards 

a) Children accessing the pool when it is not in use and not supervised 

b) Children who cannot swim getting out of their depth 

c) Diving into insufficient depth of water (leading to concussion or 
head/neck or spinal injury 

d) Recreational swimming  

e) Prior health problems 

f) Absence of, or inadequate response, from pool staff in an emergency 

 
 Standard Procedures for school lessons 

 

 To ensure unauthorised access the pool must be locked when not in use 
 

 Swimming will not take place until one hour after a meal 

 Before a lesson commences all emergency equipment will be in place 

 The person in charge of swimming will keep a register of all those 
participating in swimming lessons. 

 A headcount will be taken of those entering the pool and this will be 
recorded. 

 The class teacher is responsible for informing the swimming instructors of 
any existing health issues e.g. heart trouble, asthma, epilepsy. Ventilators 
should be within easy access to swimmers who may need them. Where 
epilepsy is totally controlled by medication no special precautions are 
necessary 

 

 All supervisors should carry a whistle 
 

 The swimming instructor in charge of the group should be teaching from 
the side of the pool where the whole group can be seen and from where 
feedback can be given on the performance of each pupil in the group. 

 

 There may be circumstances in which it is appropriate for the teacher or a 
classroom assistant to be in the water supporting individual children, but 
this would be an exception rather than the rule and only following a careful 
risk assessment of all the potential factors at play.  These include depth of 
water, pupil ability, use of flotation aids, size of pool and number and age 
of pupils. 

 

 Teachers have a pastoral role and are not involved in teaching swimming.  
They should, however, position themselves so they are able to support the 
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swimming instructor in the control of children but not so as to be in the way 
of those working on poolside. 

 

 Teachers should all be equipped with a whistle and familiar with the 
standard signals used in most pools, to either use their whistle correctly or 
respond to a whistle communication from someone else: 

 
 
One short blast  calls for attention of pool users 

  
Two short blasts calls for the attention of the swimming instructor or 

member of staff 
 

Three short blasts  indicates a swimming instructor taking emergency 
action 

 
One long blast   calls for the pool to be cleared 

 

 Diving is prohibited and swimmers must not be allowed to enter from the 
pool sides –all entry and exit must be from the pool steps 

 

 If the pool water becomes unclear and swimmers’ feet cannot be seen on 
the bottom of the pool all swimming activity must stop. This may be caused 
by the condition of the water.  Swimming will be suspended if water quality 
test results are not within given parameters.  Advice on remedial action 
should be sought from Trading Standards Officers/Client Contracts (Building 
Cleaning) Officer. 

 

 Swimmers must not be allowed to go back into the pool area unattended. 
 

 If a swimmer has a minor injury and requires one of the staff to deal with it 
then swimming activity must stop with pupils supervised at the side of the 
pool until both supervisors are able to resume their normal roles. 

 

 At least two supervisors should be at the poolside before swimmers are 
admitted to the pool area from the changing rooms. 

 

 All swimmers should be counted out of the pool at the end of the session, 
and a supervisor should be the last to leave locking the door behind them. 

 

 All teachers and outside providers have read and are aware of the 
Emergency Action Plan (EAP) 

 

 Access to the pool will be controlled by a locked door and a bolt on the 
inside which will only be open when required between the months of May 
and October.  Teachers are responsible for unlocking the swimming pool 
door at the start of the lesson and locking it directly after the lesson.  When 
all the children have cleared the pool and are in the changing rooms the 
entrance door bolt on the inside must be in the locked position and re-
opened when the adults and children are in the pool area. 
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 Persons with severe athletes foot will not be allowed in the swimming pool or 
surrounding areas unless their feet are suitably covered. 

 

 Verrucae sufferers will only be allowed in the pool area if treatment has been 
started or they are wearing a plastsox. 

 

 Children suffering from any stomach upset, having any infected skin lesion 
or with a discharging ear infection will not be allowed in the pool. 

 

 Teachers should change into suitable non-slip footwear to be able to move 
easily around poolside and not bring outdoor dirt onto the pool surround on 
their feet.  They should wear clothes suitable to the humidity and 
temperatures of the pool and appropriate to the possibility of having to go 
into the pool to rescue a child. 

 
6. Pool Rules 
 

The pool rules should be explained to all pupils before their first swimming 
lessons.  Pupils should be reminded at the start of each term, ideally when the 
emergency procedures are tested and checked with pupils. 

 

 Never go onto poolside until a member of staff is present 
 Do not enter the water until instructed to do so 

 No running on poolside 

 No chewing gum or eating sweets of other food on poolside 

 No shouting or whistling 

 No jumping in or diving in, except under instruction 

 No pushing others in 

 No holding others under the water or deliberately splashing them 

 No jewellery to be worn 

 No outdoor shoes on poolside 

 Swim caps to be worn if requested 

 To leave the pool on one long blast of the whistle 

 All instructions from and adult to be obeyed promptly. 
 
 
7. Supervision of Swimming Activities 
 

There must be a minimum of two pool supervisors present at all times (the 
swimming instructor and class teacher); one person must be nominated as the 
lead supervisor. Supervisors must be on the poolside; a qualified swimming 
instructor will teach the children how to swim.  The class teacher will also be 
present during all lessons.  The swimming instructor will also be a qualified first 
aider and be able to give resuscitation; staff in the water do not count in the pool 
supervision ratios. 
 
The following teachers/instructors are able to enter the pool and wade to a child 
in difficulties if this becomes necessary and are competent in the principles and 
practices of resuscitation. 
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Briony Jacobs ASA Level 2 Swimming Instructor    

   Lifesavers National Rescue Award   
 
(This list will be updated in the Autumn Term when swimming lessons are due 
to resume.) 

 
 When dealing with minor first aid and other minor incidents that may reduce the 

poolside supervision ratios, the class should stop all activity and remain at the 
poolside until full supervision levels are resumed. 

 

Pool supervisors must carry a whistle with them at all times. 
 
Pool supervisors must be in position on the poolside before swimmers are 
permitted to enter the water. In addition, supervisors must remain on the pool 
side at the end of a session until all swimmers have left the area and the pool is 
secured. 
 
Supervisors should be positioned so that the pool can be scanned in 10 
seconds and a casualty can be reached within approximately 20 seconds. 
 
Supervisors must work together to ensure that they monitor all areas of the pool 
and all pool users.  They should be located on poolside so that they can 
achieve this and know who is looking out for which area or group of children. 

 
8.       Club Use/Private Hire 
 
 The swimming pool and ancillary equipment may be let out to other 

organisations under a letting agreement.  A copy of the pool operating 
procedures and emergency action plan will be handed to the hirer and a letting 
agreement will be drawn up. 

 
 The Infant school will only let the pool to Briony Jacobs who is the school’s 

swimming instructor as she is aware of operating procedures and emergency 
action plan.  

 
 The members of staff responsible for swimming shall monitor club/private hire 

use to ensure the requirements and rules are being adhered to.   
 
 All clubs shall also provide evidence of DBS checks for their personnel. 
 
9. Equipment 

 
 There is a reach pole and noodles on poolside to reach and rescue anyone in 

difficulties without getting into the water. 
 
 Adequate buoyancy aids and first aid equipment, including thermal blankets 

should be immediately to hand. 
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Safety equipment must be checked daily prior to pool opening and records of 
these checks must be kept.  This will be completed by Gavin Beatty. 

 
Problems/shortfalls must be reported to both headteachers  

 
Records of checks and problems raised are reported to and kept by the Junior 
school. 
 
Teaching equipment, e.g. floats, lane ropes etc:  are stored in a white cage in 
the swimming pool area.  All equipment is checked annually and replaced if 
necessary.  Procedures for use is detailed in lesson plans. 

 
10. Cleaning 
 

Cleaning procedures need to be detailed, specifying frequency, what is cleaned 
and how and by whom. 

All chemicals used for cleaning pool surrounds and changing rooms are listed in 
the pool diary and a risk assessment completed against the Data Material 
Sheets and kept with the chemicals to advise users of safe methods and 
dilutions rates, dealing with accidents, storage etc.   Staff using cleaning 
material are trained in their safe use. Mr Beatty is responsible for this and Mrs 
Taylor is responsible for monitoring adherence.  

11. Pool water treatment 

Detail the work systems to be used to operate the pool: 

Mr Beatty is responsible for the following: 

 Stabilised Chlorine Granules, disinfectant, bleach and pH correction should 
be used to treat/clean the pool and surrounding area.  These materials are 
used in isolation.  Mixing materials is avoided. 

 Pool water testing should be carried out at least once per day (currently 3 
times per day) during the week and once per day when the pool is not in use 
(weekends and holidays), chemical dosing should be carried out once per 
day, ordering chemicals, disinfectant, bleach and pH correction to carried 
out once per year, and stored in the caretaker’s store room in the junior 
school.  

 Backwashing procedures should be carried out twice per week in high 
season, to take a minimum of 5 minutes – Gavin Beatty to complete this 
task. 

 Strainer cleaning to be carried out once per day. 

 Water temperature should be kept between 28 and 31 degrees. 

 A jet washer should be used to regularly clean the mats and flooring (on 
order) 
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 Mr Gavin Beatty holds a National Pool Plant Operators qualification, which is 
renewed every 3 years.  COSHH training undertaken by Mr Lee Trott and Mr 
Gavin Beatty (next  renewal due Autumn 2015) 

 
12. Reporting of accidents and incidents 

An accident book is kept in the infant school front office.  Accidents where a 
pupil is hospitalised should be reported on the authorities HS2 accident form by 
the quickest practical means to the corporate health and safety team at Kings 
House.  Corporate health and safety are responsible for notifying the Health and 
Safety Executive to comply with the requirements of the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) 


