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CHESTER-LE-STREET LEISURE CENTRE

NORMAL OPERATING PROCEDURE

All Staff are required to be completely familiar with both the Normal and Emergency Operating Plans and at all times to carry out their work according to the instructions laid down in them.

CHAPTER ONE DETAILS OF THE POOL

1.1
Main Pool

The Main Pool is a traditional rectangular pool measuring 25m x 12.5 m, with depths ranging from 1m to 2m.  It comprises six standard lanes when laned off.  The pool is used for casual swimming, fitness swimming, water workout, lessons and competitions. Diving is restricted to the deep end and the side of the pool running from location identified to the deep end. Diving from the sides should only be permitted during organized swimming lessons. Due to the available water depth only shallow racing dives are permitted. 
1.2
Learner Pool

The Teaching Pool is situated in an enclosed pool hall, accessed from main entrance corridor. The pool itself measures 12.5m x 10m, with depth ranging from 0.7m to 1.0m.  A stepped entry runs the full length of one side of the pool. It is available for both casual use and programmed use such as swimming lessons.

1.3 Chair Hoist (appendix 1)

This is designed to raise and lower people with disabilities into the water. There are two special fixing points located on the poolside of both the Main Pool and Teaching Pool. Manuel Handling protocol required when using Chair Hoist.

1.4
Plans of the building

Plans of the building showing pool dimensions and depths and a general plan of the building showing emergency exits and evacuation routes can be found in the staff room and should be consulted to ensure adequate awareness of the entire building. 

All staff should be familiar with all details in order that they can carry out their duties safely and efficiently. 

CHAPTER TWO POTENTIAL RISK FACTORS

2.1
Awareness of Risks-Main Hazards and High Risk Users

Known Hazards

The following have been factors in past fatalities (or serious injury) in swimming pools in the UK and should therefore be considered as possibilities.

a) Inadequate or inappropriate supervision 

b) Prior health problems e.g. heart, asthma epilepsy etc.

c) Alcohol, drugs or food before swimming

d) Youth and inexperience (half those who drown aged under 15)

e) Weak or none swimmers out of depth

f) Unauthorized access to pools intended to be out of use

g) Diving into insufficient depth of water 

h) Unruly behavior and misuse of equipment 

i) Unclear water preventing casualties to be seen

j) Absence of, or inadequate response by pool attendants in an emergency

2.2 Pool and Pool Hall Hazards

Pool staff must watch out for the following pool hazards:

a) Pool staff must be conscious of the likelihood of slipping accidents on the poolside. Do not allow running or any other activity, which could lead to injury. 

b) Specific observation must be made of the exit from the changing rooms where access is directly onto the poolside adjacent to deep water areas;

c) Similarly young children may run from the shallow area up to deeper water of the main pool. 

d) Pool staff must know the pools’ water depths and make customers aware of the dangers, particularly those about to get out of their depth;

e) The diving pool’s regulations must be rigorously enforced to prevent diving into water below 1.5 metres deep; 

f) Pool staff must be aware of the possible entrapment dangers arising from inlets, outlets and other grilles; 

2.3 Customers at Risk

Once bathers are in the water it is more difficult to spot potential problems 

Those who need to be carefully watched include

a) Weak swimmers

b) Boisterous and show offs

c) Scum channel crawlers 

d) Those wearing arm bands or other buoyant aids

e) Unaccompanied children or inadequately supervised by a responsible adult

f) People teaching

g) Customers using floats inflammables and other such equipment 

h) Elderly customers

i) Disabled customers or customers with special needs  

j) Customers under the influence of drink or drugs 

2.4
Exclusions

The receptionist, or the off pool side staff, are best placed to observe before they enter the water area, bathers who may be considered to be at particular risk such as

a) Those under the influence of alcohol and/or drugs.

b) People in poor health.

c) Unaccompanied children under the age of 8.

d) Those who appear nervous or afraid.

Persons who appear to be intoxicated or not well enough to enter the water must be excluded. Appropriate consideration must be given to those customers who may have a disability and appear to pose a risk. Many persons in this category will have been referred by a doctor for exercise and are invariably able to swim safely. If in any doubt a Assistant Operations Manager or Head Attendant should always be consulted. 

Children who are under the age of 8, not accompanied by a responsible adult over the age of 16, should not be allowed admission. 

2.5       Risk Assessments 

The Management of Health and Safety at Work Regulations require that employers assess the risks arising from the activities both to members of staff and customers. The risks of providing a complex pool facility have been assessed. The detailed requirements included within these NOP and EAP have been formulated to ensure control of and or reduction in the risk present 

Staff training will be undertaken on a regular basis to ensure that you are familiar with the safety procedures. However all staff have a responsibility to contribute to ensuring that procedures for safe operation maintain their relevancy over time. Ensure you inform a member of management if you are aware of changing circumstances, which affect safety procedures.

CHAPTER THREE
 DEALING WITH THE PUBLIC

3.1 Safety Education

Any Pool will be safer if customers are aware of potential risks and act responsibly 

There are a number of ways in which these risks may be drawn to customers attention 

a) Notices displayed throughout the building 

b) Safety aspects incorporated into publicity material 

c) Reference to safety aspects to be incorporated into contracts with clubs schools and any group or person hiring the pool

d) Verbal reminders where necessary by pool staff

3.2 Communications with Customers

Customers may be rude and difficult but professional pool staff must remain calm and correct in the face of provocation. Pool staff should deal with customers politely but where necessary firmly especially in situations where health and safety might be at risk. Creating the right image and atmosphere may simply involve a smile or friendly greeting when a customer enters the pool or a straightforward explanation of the rules 

In dealing with customers especially where there is a potential discipline problem the following should be considered 

a) Smile and appear approachable 

b) Use eye contact

c) Be courteous but firm

d) Be seen to care

e) Be specific and give reasons 

f) Do not display anger or use inappropriate language 

g) Do not intimidate a customer

h) Use a whistle sparingly Follow up by a verbal or visual instruction 

i) Remember that many barriers to communication exist. Hearing or sight or not speak English. Pamphlets are available at reception in the main languages that visitors speak and in large print for the visually impaired when requested and Audio and Braille

3.3 Poolside Rules for Bathers

a) No running on the pool side

b) No fighting bullying, pushing, throwing or ducking other bathers into the pool 

c) No face masks flippers or snorkels to be used during casual sessions 

d) No eating or drinking on pool side 

e) No outdoor shoes permitted on the pool side 

f) No spectators permitted on pool side 

g) No Smoking 

h) Non-swimmers and weak swimmers must remain in areas of the pool in which they can stand 

i) Children under the age of 8 must be accompanied in the water by an adult, One adult may accompany up to two children under the age of eight. Children under five should ideally be accompanied on a 1.1 basis, with the exception of the leaner pool where one adult may accompany up to two children whether they are under 5 or under 8. 

j) Accompanying adults must not leave children under the age of eight unattended or beyond eye contact 

k) No diving into depths of below 1.5 metres and then only shallow racing dives. All dives to be from pool cover end of pool. 

l) No jumping onto rafts or floats from pool side

m) No swimming under rafts 

n) A swim test of 50 metres continuous followed by treading water for 1 minute may allow a bather to swim in deep water.  

CHAPTER FOUR POOL ATTENDANTS DUTIES AND RESPONSIBILITES 

4.1 Key Tasks of the Pool Attendant 

a) To maintain concentrated observation of the pool and the pool users in order to anticipate problems eg. Rowdy behavior, diving in to shallow water etc. and to identify an emergency quickly. Some bathers in difficulty may shout and splash; others may give little indication of a problem, but simply sink under the water. Concentrated vigilance is needed at all times.

b) To supervise other pool equipment when allocated to these duties i.e. rafts, floats.

c) To carry out rescues, and initiate other emergency action as and when necessary.

d) To give immediate first aid in the event of injury to a pool user or another emergency.

e) Communicate with bathers and other pool staff on duty to fulfill the above tasks

f) Encourage responsible behavior by the swimmers, polite and firm reminders should be given to swimmers who are in breach of the rules

g) Maintain pool staff positions as required in section 4.5 and 4.6

h) Maintain communication with colleagues at all times. Use speech, whistle or hand movements to deliver clear directions

i) Ensure all emergency first aid equipment and pool side emergency equipment is present and working correctly

j) Rotate positions around the pool side as instructed in 5.3 and 5.4

k) Maintain safe, clean and hygienic conditions on the pool sides

l) Carry out inspections of various equipment. Ensure that such checks are recorded

m) Carry out required pool water tests according to the procedure laid down in the Plant Operations Manual. It is the responsibility of the first staff member to establish prior to the admission of customers into the pool each morning that the water is safe to use

n) Operate at all times according to the details and instructions contained in the centers NOP and EAP 

o) Resuscitation of Casualties is an essential skill required by a lifeguard attempting to carry out resuscitation is the ability to perform basic life support using techniques of rescue breathing and chest compressions, together known as cardiopulmonary resuscitation (CPR)  

p) Extended Life Support All pool staff should be aware and apply as appropriate approved methods of extended life support including the skills of oxygen insufflations and automated external defibrillation (AED) 

4.2 Bather Observation 

A key element in pool attendant duties is bather observation. Pool staff must be aware of warning signs and look out for the following:

a) Worried expression on the face of the bather;

b) Cries for help;

c) Crowd gathering;

d) Deliberate waving of an arm;

e) Sudden submerging;

f) Two or more swimmers in very close contact;

g) A bather in a vertical position in the water;

h) Hair over eyes or mouth.

4.3 Pool side Rules for Pool Staff 

a) Pool staff must wear the uniform provided when on duty, this will enable customers to recognize staff. Internationally accepted colours are red shorts / skirt and yellow top.

b) Pool staff should be alert, vigilant and sitting upright when supervising the pool.

c) Pool staff must not leave the pools unattended when the public are using the pools.

d) Pool staff must carry their whistle, First Aid Pouch and Radio.

e) Pool staff shall not enter into social conversations with other staff or public when on pool duty.

f) Food must not be consumed on the poolside.

g) Pool staff who need to leave the pool, must inform the AOM or head attendant before leaving the pool, cover must be maintained at all times. 

h) Pool staff must be in positions on the pools before the public has access.

i) Pool staff should keep to the rotation times and relieve their colleagues promptly.

j) Pool staff should be aware of any unsupervised children who are under eight, and inform the AOM or head attendant.

k) Lifeguards must stay hydrated during work time, an intake of water either from water bottle or water fountain. 

4.4 Specific Rules for Each Pool Attendant Position 
Pool Rules enable all customers to have a good time safely. The way they are enforced makes a difference to the atmosphere and success of the center.

4.5 25 Metre Pool Lane Swimming 

Position: 

Lifeguard ONE High Chair 

Lifeguard TWO mobile around pool 

Area Supervised: 
Lifeguard ONE Extensive ZONING

Lifeguard TWO Combined ZONING

a) Look out and prevent children running from one pool to an other pool or changing rooms 

b) Ensure diving only takes place in the deep end and only shallow racing type dives.

c) Non-swimmers and swimmers wearing armbands should be restricted to water of less than 1.5 metre deep. If they are causing problems for swimmers then they must leave the main pool. 

d) Lane swimming, Customers must swim lengths in the direction indicated and in the lane most appropriate to the speed/ ability. Swimmers in inappropriate lanes should be asked to move to a lane that is appropriate.

e) Do not allow swimmers to hang onto the lane ropes or climb out of the pool using the lane ropes.

f) Pull buoys and kick boards may only be used in the lane ropes and only if designed for swimming purposes.

g) Programmed changes may mean that the main pool is sectioned off for particular reasons. Please be aware of this and adjust supervision accordingly.  

4.6 Learner pool 

Position: 

Single Lifeguard Principally seated High Chair

Area Supervised: 
The complete pool Extensive Zoning 

a) Prevent all diving and jumping 

b) The learner pool is primarily for the use of non-swimmers. Anybody can use it but not to the detriment of its intended purpose. Swimmers teenagers and those not accompanying younger children should be asked to leave the pool at busy times. 

c) Children under eight must be accompanied by an adult at all times. Maximum of two children to one adult. 

d) Enforce all general rules.

4.7
Lifeguard Training

Frequency of Training 

Regular training is essential for all pool staff as it allows the team to develop and maintain the high standards expected of pool staff 

Lifeguard Training Sessions take place as follows: -

Leisure Centre          

Tuesday 
7.45am - 8.45am weekly 

Sunday 
2.00 pm- 4.00 pm one every three weeks 

Training Requirements

Staff will be required to maintain their National Pool Lifeguard Qualification and First Aid Certificate.  All staff to attend training once per calendar month.

Training sessions will ensure that pool staff 

· Know and understand pool-operating procedures so far as their role may require 

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

Pool staff should ensure that they maintain the necessary knowledge rescue skills and fitness to pass elements of the Councils water test and RLSS National Pool Lifeguard Qualification at any time 

The training sessions are designed to teach and reinforce these skills so that pool staff are able in particular to

· Operate the pool normal operating procedures and emergency action plans 

· Assess potential risk factors 

· Work effectively as a member of a team 

· Observe the water and effect a prompt rescue and use the emergency equipment provided for this purpose Enter water safely dive to deepest part of the pool recover and land a bather in difficulty give effective resuscitation and use resuscitation equipment as required 

· Give effective first aid

· Maintain water fitness 

· Training sessions will have to be undertaken in the uniform that is normally worn e.g. Shorts and T shirt

Records will be kept for each training session for all individual staff 

Staff not fully qualified when first appointed will be restricted in their duties and supervised until the necessary training and experience are acquired 

CHAPTER FIVE SYSTEMS OF WORK

5.1
Lines of Supervision 

The Operational Manager is responsible for the pool facilities and reports to the acting Leisure Service Manager

There is three Assistant Operational Managers who are responsible for the on day running of the centre and reports to the Operations Manager 

There are two Head Attendant who are responsible for the day staff and reports to the Assistant Operations Manager 

A Facility Supervisor must be on duty at all times the centre is open 

5.2
Call out Procedure  

There may be occasions when it necessary to call another member of staff to the pool side, for example to deal with a customer complaint, first aid situation or to summon additional staff to supervise the pool. If the situation is not an emergency the two way radios or verbal or hand signals should be used to convey the message.

Pool staff must inform the Supervisor, as soon as possible of any accident or incident or emergency in the pool areas. The Supervisor will decide whether it is appropriate to contact the emergency services as follows 

Serious accident,





Ambulance 999 

Bomb Threat Disorderly Behavior, Theft, Break in
Police 999 

Fire, Flood, Gas Leak




Fire Brigade 999

A direct line telephone available during power failure as the main system will not function. Eg public phone The main reception to make the call to emergency services 

5.3
Pool Staff Work Rotation 

Areas of the pool may be classed into HIGH concentration areas and LOWER concentration areas, around areas in which pool staff may work which are considered to be off poolside, changing areas, cleaning duties, sauna, gym, reception and adventure play area and squash courts The complexity of the pool areas require pool staff to rotate throughout the building during the course of their shift. 

5.4 Maximum Pool Side Work Times 

Maximum pool side work times will vary with the type of session, but no more than 30 minutes will be spent in any one particular location and normally, not more than 90 minutes continuous pool supervision duties (three poolside locations) will be required. Unforeseen circumstances such as a requirement to administer first aid or an emergency situation may extend this period occasionally. 

· A working day of eight hours will include a paid 10 minute break followed by a 30 minute unpaid break the 30 minute break will be taken no more than five hours after the commencement of the shift.  

· For shifts longer than 8 eight hours an additional 10-minute paid break will follow the unpaid 30 minute break.

· For shifts less than five hours a 20-minute paid break will apply. 

· For shifts shorter than 3 hours no break is applicable 

· See appendix 3

5.5 Numbers of Pool Staff for Particular Activities 

Main Pool

25.0 x 12.5 = 312 square metres Unprogrammed Activity TWO LIFEGUARDS

Learner Pool

12.5 x 10.0 = 125 square metres Unprogrammed Activity ONE LIFEGUARD 

There are other circumstances, which may affect the actual number of pool staff required.

· Programmed Session 

The more disciplined nature of such activities with the presence of group supervisor/ club organizer or an activity such as lane swimming may make it possible to reduce the number of lifeguards particularly where a group has exclusive use of the pool. 

· School Swimming Lessons

In principle life guarding cover can be provided by the instructor provided that they have the full range of lifesaving skills required. The precise arrangements will need to be decided with the organizer in advance. Where mixed ability classes area in evidence this arrangement may need to be reviewed. 

5.6 General Arrangements 

The minimum of two qualified staff required opening the building. 

5.7
RAFTS AND FLOATS 

The rafts and floats not only require the lifeguards to maintain a high degree of vigilance but also require slightly higher staffing levels.The following ratios should be maintained as close as possible.

Quiet Sessions

(i.e. under 20)


2 Lifeguards

Normal Sessions

(i.e. 21-50)


3 Lifeguards

Busy Sessions


(i.e. 51-75)


4 Lifeguards

Very Busy Sessions

(i.e. 76-104)


5 Lifeguards

AQUA FIT


up to 30


Instructor only





Over 30 


Instructor plus one lifeguard 

CONTROLED SESSION (PARTY)

Rafts and Floats 

L/P
up to 20 

1 Lifeguard






20-42


2 Lifeguards

5.7 Swimming Lessons

All swimming teachers employed at the pool hold a swimming teachers qualification and may also have a valid national lifeguard qualification.  Therefore if teaching in a pool exclusively for teaching there is no need for additional pool staff cover to be provided. If a teacher did not hold this valid certificate then a lifeguard would be provided during the lesson period. 

CHAPTER SIX OPERATIONAL SYSTEMS 

6.1 Controlling Access to the Pools 

Preventing Unauthorized Access

Effective precautions should be taken to prevent unauthorized access to  pool intended to be out of use. Plant rooms chemical stores and other areas should be secured against unauthorized access.  

When no lifeguard on duty the poolside doors are to remain locked at all times 

6.2 Maximum Bather Loads 

The capacity of the building as a whole and the pools themselves will vary according to the activity-taking place within it.

As a general rule the peak capacity and bather load of the building during normal operation are 507.

Made up from 

Main Pool 


104 
based on three-square metres available 

Spectators Main Pool 
120 
seated 

20 standing 

Learner Pool 


42
 based on three-square metre available 

Spectators Lerner Pool
30 Seated 

8 standing 

Gym



60


Sauna



26

Adventure Play Area
45

Multi Purpose Room

30

Crèche 


14 children (allow 14 parents who bring or collect)

Squash


8

Controlling Numbers 

A head count system will be used and reception informed when approaching maximum numbers 

6.3 Pool Hygiene Customers 

All customers should be encouraged to use the toilets and showers before using the pools to reduce the amount of pollution. Signs to be displayed to encourage such behavior. 

Babies and young children must wear rubber pants or costumes into the pool 

Dirty customers must tactfully and respectfully be asked to shower. 

Appropriate swimwear to be worn No cut off jeans No knee length shorts No Thongs 

6.4 Admissions Policy 

Basic guidelines regarding the admission of unaccompanied children and ratios for adults / children under 8 Document produced by ISRM

· Unaccompanied children under the age of 8 will not be permitted entry unless with a person aged 16 plus 

· One adult may accompany up to two children under the age of 8 Children under 5 1;1 basis 

· One adult to two children under 5 allowed in learner pool

· These ratios apply only to casual public swimming They do not apply to school swimming lessons Centre run swimming lessons or club sessions 

6.5 Diving in Pools Policy

Document produced by ISRM

· No diving is permitted in a depth less than 1.5 metres. Diving from side pool should only be permitted during organized lessons. Only shallow racing type dives are permitted. 

· Running dives are prohibited 

· Customers should ensure the water is clear before diving 

· Starting blocks only used SA affiliated galas after the duty officer has checked and authorized the use. 

· Swimming coaches are reminded that only those swimmers who have reached the standard of the ASA competitive start award are permitted to enter with a shallow dive 

· Coaches must inform the referee immediately if they are unsure in any way of the competence of their swimmers to perform a shallow dive from a block or pool side 

6.6 Use of Snorkels 

The use of this equipment is only permitted during a controlled managed session 

CHAPTER SEVEN DETAILED WORK INSTRUCTIONS 

7.1 Pool Hygiene Cleaning Procedures

Floor surfaces both in the changing rooms and poolside should be kept clean. Floors should be thoroughly cleaned at lest once perr day. 

Scum Lines should be cleaned with  chemical that will not react with the pool chemical. 

Toilets and changing rooms should be frequently inspected and cleaned by pool staff to encourage the correct behavior by customers. 

The pool bottom should be swept when the pool is clear of customers. 

7.2 Setting up for Swimming Galas 

Swimming galas take place in the main pool. 

· Fixing Lane Ropes
The pool is to be divided into six lanes by the fixing of five lane ropes into special fixing. Two people are required to perform this function. Ropes re kept on a large stainless steel reel in the poolside store. Pull reel out onto the poolside and unreel first rope. Check the poolside hooks are in position and secure. Start at pool window side. Each member of staff holds onto the end of the lane rope whilst walking along the raised ends of the pool until level with the hook. Hook on lane rope and tighten. The same procedure is followed with each lane rope. After all lanes have been fixed return reel to the poolside store. 

The reverse of the procedure takes place at the end of the swimming gala.  

· Back Stroke Markers/False Start Ropes 
Holes for the backstroke turn marker flags and false start ropes have been provided on both sides of the pool 5 metres from either end for the backstroke flags and 12.5 metres from either end for the false start ropes. 

When not in use these holes are covered to prevent possible entrapment or injury. The backstroke marker flagpoles should be removed from poolside store and placed in each of relevant holes. The backstroke flags should be removed from store and unraveled. With two people holding each end the flags should be attached securely to the poles. 

The false start flags should be attached to the false start poles. 

· Electronic Timing Equipment 
If the touch pad timing system is to be used, the touch pads must be hooked on at the deep end of each lane and be secured using the screws provided. 

· Starting Blocks
These will only be provided for Galas held under ASA laws. The starting blocks are kept in the poolside store. Two sets of blocks are available. Blocks will only be attached at the shallow end when requested for County level galas or above. When all races start at the same end, the lanes are numbered from right to left when facing the pool. 

Position the starting blocks in the correct lanes and securely bolt them to the plinth.   
The Swimming club official before use must verify the security of the block. 

· Officials Equipment

Place tables and chairs on the poolside for the starter, timekeepers and recorders as requested on the booking form poolside plan.  

CHAPTER EIGHT FIRST AID SUPPLIES AND TRAINIING 

8.1
First Aid Supplies 

The First Aid room is located between the access points of both pools.

The First Aid boxes are to be checked weekly by a delegated member of staff to ensure appropriate stock levels are maintained. Once checked the delegated member of staff signs the checklist form, this form is located inside the box.

Location and first Aid Box contents  

Gym

Behind reception

Poolside control room

Next to the workshop

Crèche

8.2 First Aiders 

Only members of staff who possess a current first aid certificate may administer first aid when necessary. All supervisors to maintain a full four day first aid certificate, all other staff to hold an emergency aid certificate. 

8.3
First Aid Training 

Basic training refresher training will be carried out in the normal staff-training programme

8.3 Disposal of sharps 

Any member of staff finding a used hypodermic syringe or razor blades should ensure that it is disposed in the following manner 

See appendix 2

CHAPTER NINE DETAILS OF ALARM SYSTEMS AND EMERGENCY EQUIPMENT 

9.1
Poolside Alarms

To be pressed in emergency situations - e.g. when entering the pool to effect a rescue.

The alarms are situated

***Main Pool

· Half way up poolside on the wall behind the observation chair

· At the shallow end beside the fire hose reel on the wall

***Learner Pool

· Situated on the wall next to the observation chair 

9.2
Use of Whistles

· One blow of whistle should be made when wishing to attract the attention of pool patrons.

· Two blows on the whistle is used to gain attention of other Pool Lifeguards.

· Three blows on whistle indicate to other Pool Lifeguards that you intend to affect a rescue by entering the water.

 Note after three whistles the alarm should always be sounded.

 9.3
Use of Two Way Radios

The two - way radios are a communication aid to pass information between: -

· Assistant Operations Managers

· Receptionists

· Head Attendants

· Learner Pool Attendant 

· Main Pool Attendant seated on the chair

· Gym Instructor 

· Crèche officer and attendants.

The radios should be made available at the start of each shift, and then placed on charge at the end of the day.

The two-way radios are essential pieces of equipment for the safe smooth operation of the facility and should be handled with care.

Emergency situations, pool usage, customer details and advice are some of the uses of the two-way radios.
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